QuickBooks® Reference Guide

QuickPro™ Consulting




The United States Air Force Chaplain Service
QuickBooks® Reference Guide

The team at QuickPro Consulting has designed and written this Guide specifically for implementing QuickBooks
Pro 2001 by the USAF Chaplain Service. You will be receiving both a manual and a file in pdf format. Our goal is
to provide you, the end user, with a trouble free, easy to understand, easy to use resource both during the
transition to QuickBooks Pro 2001 and for using the software daily. Keep in mind the initial setup is crucial and if
you have any questions during the process, do not hesitate to call the technical support number or email your
question to the support email address below.

Support has been designed specifically for you and how you are utilizing the software. We anticipate a higher
number of calls and emails during the initial setup process — please be patient. We are committed to your
success during this transition.

After you have registered your new product, send an email to support@quickproconsulting.com and include your
new registration number and a contact name. This is a very important step. It allows us to contact you and keep
you informed of common product support solutions, and tips on an ongoing basis.

One of the changes in the software (QuickBooks 2001 vs. QuickBooks 99) is the look and feel of the menus.
That's a nice way of saying things won'’t be where you are used to finding them. We suggest you take a few
moments after you follow the installation steps in this manual to explore the new menus and familiarize yourself
with the new user interface. Once again, if you have questions, just let us know.

We’re committed to your success.

-The team at QuickPro Consulting

Key Code Number Registration Number
QuickPro™ Consulting Technical Support Phone Number 1-800-641-0955
QuickPro™ Consulting Technical Support Email address support@gquickproconsulting.com

Support is accessible Monday — Saturday, 6:00AM — Midnight MST (0600 hours through 2400 hours MST)
There is no charge to you for this service.

QuickBooks® and QuickBooks Pro® are registered trademarks of Intuit, Inc.
Other brand names and product names are trademarks or registered trademarks of their respective holders.


mailto:support@quickproconsulting.com

CONTENTS

Contents Detail

m STARTING OUT

m NAVIGATING

m LISTS

m FUND BUDGET

m TRANSACTIONS

m REPORTS

m TERMINOLOGY

m APPENDIX A — Worksheets

Reference Guide

Section

page 9

page 127

page 139

page 163

page 171

page 251

page 280

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services <4 1>




Reference Guide
HiEIEIEIEIEIEIENIEIEIEIEIENINIEIEIEIEIEIEIEIEIEINEI

CONTENTS DETAIL Starting Out

Preparation 9
m Closing the Petty Cash Account
m Choosing a Start Date
m Closing Out Opening Balance Equity
m Print Reports from the Old Data File
Trial Balance
Income & Expenses by Denomination
Vendor Balance Detail
Transaction Detail by Account
Bank & Credit Card Information
Export Lists
Exporting Lists
Backing Up & Renaming the Old Data File
Backing Up
Renaming

Installing QuickBooks Pro 2001 29

m System Requirements

m Installation
First Step—Close All Programs
Steps to Install QuickBooks

m QuickBooks Product Updates
Steps To Update QuickBooks
Check the Current Release

m Multi User Setup
Network Requirements
How Multi-User QuickBooks Works
Single-Mode Activities
Setting Up the Multi-User Environment
To a Share Folder
Mapping a Network Drive
Adding Computers

Setting Up the New CS Data File 40
m Restoring the New Data File Template
Administrator Instructions
m Setting Up Users

Passwords

Setup User Names & Passwords
m Accessing the Data File

To Open the Data File
m Registering QuickBooks

Update the New CS Data File
Enter Base Information
Importing Lists

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services 4 2 »




Reference Guide
HiEIEIEIEIEIEIENIEIEIEIEIENINIEIEIEIEIEIEIEIEIEINEI

CONTENTS DETAIL Starting Out

Opening Balances 54
m  Required Information
Data Entry
Basics of Using the Chart of Accounts
Accounting Chart
Opening Balance Equity Account
Asset Accounts
Worksheet Tasks
Worksheet Example
Fixed Asset Account Numbers
Adding Sub-Accounts
Journal Entry
m Liability Accounts — IMPAC Credit Card
Worksheet Tasks
Worksheet Example
Overview
IMPAC Account Numbers
Adding IMPAC Sub-Accounts
Credit Card Opening Balances
m Income Accounts
Worksheet Tasks
Worksheet Example
Adding Income Sub-Accounts
Journal Entry
m Expense Accounts
Worksheet Tasks
Worksheet Example
Adding Expense Sub-Accounts
Journal Entry
m Bank Accounts
Worksheet Example
Entering Opening Balances
Entering Outstanding Checks
Entering Outstanding Deposits
m  Accounts Payable
Enter Vendor Opening Balances
Verify Balances
m Equity Accounts
Possible Situations
Worksheet Tasks
Worksheet Example
Journal Entry
m Final Check
Trial Balance Reports

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services 4 3 »




Reference Guide
HiEIEIEIEIEIEIENIEIEIEIEIENINIEIEIEIEIEIEIEIEIEINEI

CONTENTS DETAIL Starting Out / Navigating
Internet Connection Setup 116
Backing Up the Data File 120

m Format a Disk
m Backup Steps

NAVIGATING 127

QuickBooks Navigators 127
m  Navigator Windows
m  Commonly Used Navigators

Menu Bar 131
View Menu Bar

Icon Bar 132
m Custom Icon Bar
m  Modifying the Icon Bar

Add an Icon

Customize the Icon Bar

Shortcut Keys 135
m Examples

Help 135
m USAF Chaplain Service QuickBooks Reference Guide
m Technical Support for the USAF Chaplain Service

Preferences 136
m Customize Preferences

Change a Preference
m Mandatory Preferences

Accounting

Checking

General

Purchases & Vendors

Reminders

Reports & Graphs

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services 4 4 »




Reference Guide
HiEIEIEIEIEIEIENIEIEIEIEIENINIEIEIEIEIEIEIEIEIEINEI

CONTENTS DETAIL Lists
LISTS 139

Chart of Accounts 139
m  Account Types

Assets

Liabilities

Equity

Income

Expense
Accounting Equation
Adding Sub-Accounts
m  Account Numbers

Examples

Vendor List 146
m Adding Vendors

Other Names List 149
m  Adding Names

Class List 151

m  Denominational Group Classes
m Adding Classes

Removing List Iltems 153
m  Merging ltems

m Making an Item Inactive (or Active)

m Deleting an ltem

Editing List Items 160

Printing Lists 161

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services 4 5 »




Reference Guide

CONTENTS DETAIL

Fund Budget / Transactions

FUND BUDGET 163
Overview 163
m Relationship to the Chart of Accounts
m  Structuring Your Chaplain Fund Budget
m Chaplain Fund Budget Targets
m  Funding the General Budget
m Budget Vs. Actual by Class Report
m  Requirements
Setting Up Your Budget 165
m Example
TRANSACTIONS 171
Purchasing 171
m Enter Bills
m Bill Credits
m PayBills
m  Write Checks
m  Printing Checks
m Entering Credit Card Charges
m 1099's
Deposits 201
m Chaplain Fund Income
Deposit Window Fields
To Enter a Deposit
m Other Types of Deposits
Project Officer Returns
Reconciling 209
m Reconcile Accounts
Reconcile the Main Checking Account
What If My Account Doesn’t Balance
Mandatory Resolution
Final Step in Reconciliation
m Reconcile & Pay Credit Card Charges

Reconcile Credit Card Account
Credit Card Payment

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services 4 6 p



Reference Guide
HiEIEIEIEIEIEIENIEIEIEIEIENINIEIEIEIEIEIEIEIEIEINEI

CONTENTS DETAIL Transactions / Reports

Transfer Funds 223

m Between Balance Sheet Accounts
m Between Income or Expense Accounts

Adjustments 229
m Bounced Checks
m Void a Check

Basics of Finding & Editing 239
m Finding Transactions
m Editing Transactions

Memorizing 245
m  Memorizing Transactions
m  Memorizing Transaction Groups

REPORTS 251
Why Use Reports? 251
Creating Reports 251

m  More Than One Way
m Seeing the Detail

Customizing 255
Change the Date Range

Changing Fonts and Numbers

Adding or Removing Columns

Resizing Columns

Sorting by Columns

Moving Columns

Changing the Header or Footer

Grouping and Subtotaling Data

Filtering 272
m  Whatis a Filter?
Changing the Scope of a Report

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services 4 7 >




Reference Guide
HiEIEIEIEIEIEIENIEIEIEIEIENINIEIEIEIEIEIEIEIEIEINEI

CONTENTS DETAIL Reports / Terminology / Appendix A - Worksheets

Memorizing 274
m  Why Memorize a Report?

To Memorize a Report

To Recall a Memorized Report
m Creating a New Memorized Report Group

To Create a Memorized Report Group

To Add an Existing Memorized Report

The USAF Chaplains’ Service Memorized Report Group

TERMINOLOGY 280

APPENDIX A - Worksheets 285

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services 4 8 »




Reference Guide
HI| Contents |I[Terminology|IHINIBIEINININININININININININI

STARTING OUT Preparation / Closing Petty Cash

References to QuickBooks Data Files in this Guide:

m Old Data File — Your old Chaplain Service QuickBooks Data File, most likely a QuickBooks Pro 99 data file.

m New Data File Template — This is a backup file (QBB file) that has been created according to the Chaplain
Service specifications. It will be restored with QuickBooks Pro 2001.

m New CS Data File — This is the QuickBooks Working file (QBW file) that is created by restoring the new data
file template. This file will be updated with financial information from your Old Data File and used to track the
Chaplain Service Fund accounts for your base. It will be re-named as part of the Starting Out process to
simply USAF Chaplain Service — Your Air Base.

Preparation
The following steps are absolutely necessary to complete before installing QuickBooks Pro 2001. It is
imperative that you use QuickBooks 99 and your Old Data File in these steps.

Worksheets
The Starting Out Worksheets will provide a written record of the steps followed in this section and their results.
The worksheets are located in Appendix A at the back of this document.

HINT: Prior to closing out your Old Data File in QuickBooks 99, it is strongly recommended that you pay any
outstanding bills INCLUDING any amounts due on your IMPAC card. This will make setting up your new
data file MUCH easier.

1. Closing the Petty Cash Account

Petty Cash is not included as part of the Chart of Accounts in the New Data File Template. The Petty Cash
account, in the Old Data File, must be closed as the initial step in moving from your Old Data File to the new
one. The balance in the Petty Cash account must be deposited to your bank account prior to generating any of
the reports from the Old Data File.

To Close Out Petty Cash:
m From the Checking and Credit Cards tab of the QuickBooks Navigator, click Deposits.

# QuickBooks Navigator
Sales and
Customers

Purchases and
Vendors

Checking and
Credit Cards

Online £ —
Taxes and Banking 4 % £ 3

Accountant

. Transfer Money Reconcile
Company Derm
; Credit Card
Business
Resources Reports

Transaction Detail Memorized. ..
Other
Custom...
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L Make Deposits w HowDaol? l_ (O] >
Deposit Ta[1000 - Checkin | Date [06/25/2001 E@|Mema [Close Pety Cash 5%  Hext |
Click Ptz to select customer payments that you have received. List any other “ Elizy |
amountz to depozit below. —
Feceived Fron From Account M emo Chi. Mo Pt Mett Clazs  Amount J V 0K
[ <AddNew> = X Cancel |
1000 - Checking Bank b
1000-1 - Catholic Bark —lﬁ Fts..
1000-2 - Jewish Bank : :
1000-3 - Muslim Bark Prirt..
1000-4 - Orthodox Bank vI
1000-5 - Protestant Bank
1000-6 - General Bark
1100 - Savings _ Bank
To get cazh ba 11001 Eath':'l": Bark account
where pou wan 1100-2 - Jem_sh Barnk
1100-3 - Muslim Bank
Cash back 1100-4 - Orthodos Bank Cazh back amount
I_ 1100-5 - Pratestant Barnk I—
1100-6 - General Bank
. 1200 - Petty Cash Bank
O 1400 Fineddosets i Fined Asset ]
1400-1 - Catholic Fined Azzat
1400-2 - Jewizh Fixed Szsat -
In the Amount column, enter the total amount of the deposit.
Click OK to record the transaction.
il Make Deposits  HowDol? i _|Ofx

Deposit To[1000 - Checkin ¥ | Date [06/25/2001 & |Memo [Ciose Petty Cash

Click Pmtz to select customer payments that you have received. List any other

amountz to deposit below.

) ) Hext |

Received Fron From Account

hd o

Chl Mo Pt Metk Class

Amount

“ Pres |
)4

> (1200 Petty |

Cash = =]

125.00

=

m Prats... |
Frirt... |

Depogit Subtotal

hd
|

To get cazh back fram thiz depozit, enter the amount below. Indicate the account
where you want this money to go, zuch az your Petty Cagh account,

Cazh back goes ta

Cazh back memo

Cazh back amount

| b

Order Deposit Slips |

| Deposit Tatal

In the Deposit To field, choose the correct bank sub-account. (Where did the funds originally come from?)
In the Date field, enter the date that the balance in Petty Cash was deposited to the bank account.

In the Memo field, enter Close Petty Cash.

In the From Account column, select the Petty Cash asset account. (Not expense account, if you have one.)
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STARTING OUT Preparation / Choosing a Start Date

2. Choosing a Start Date

In setting up your New CS Data File, the Start Date is very important and must be determined before
proceeding with the remainder of the setup steps. The Start Date represents the date that you will begin
recording your transactions in this New CS Data File. The information for any Chaplain Service transactions
prior to the selected date are summarized into opening balances.

NOTE: IT IS VERY IMPORTANT THAT ALL TRANSACTIONS THAT ARE DATED PRIOR TO THE
START DATE YOU CHOOSE, ARE ENTERED INTO THE OLD DATA FILE PRIOR TO RUNNING ANY
REPORTS! If this is not done, the opening balances you bring into the New CS Data File will not be
correct.

Start Date Examples

Example 1:

The Start Date is August 1%, 2001

m All account opening balances entered in the new file will be dated July 31, 2001.

m The last bank statement before 7/31/01 and a list of outstanding checks and deposits that have not cleared
up to the date of that last statement are needed.

m The first check entered (individual transaction) will be the first transaction of August 1%

Example 2:

The Start Date is August 19", 2001

m All account opening balances entered in the new file will be dated August 18™, 2001.

m The last bank statement before 8/19/01 and a list of outstanding checks and deposits that have not cleared
up to the date of that statement are needed.

NOTE: Once the new file has been updated with the opening balances based on this date, your Start Date
cannot be changed.

m The first check entered (individual transaction) will be the first check written on August 19"

In your new file the only data before the start date is in summary form. The detailed transactions will make up
the data on/after this date. In the following sections you will receive more information on the start date as
relevant to each individual section.

IMPORTANT NOTE: If you choose a Start Date of October 1, 2001, this is the beginning of your Fiscal
Year. No Itncome or Expense Opening Balances will need to be entered, as those amounts are $0.00 as of
October 1%,

Enter the Start Date into the Starting Out Worksheet. In each of the following examples, the Start Date of
August 1% will be used.
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STARTING OUT

3. Closing Out Opening Balance Equity

In a perfect world, the balance in your Opening Balance Equity Account would be 0.00. If that is the case in
your current data file, congratulations! You can skip this topic. However, if you had problems setting up your
data file in the beginning, this account may hold a balance other than 0.00. If it does, we need to make an
adjustment in your old data file before we run any reports.

Preparation / Closing Out Opening Balance Equity

To determine if you have a balance in the Opening Balance Equity account:
m Click on Lists in the Menu Bar and select Chart of Accounts.

B2 #B aze#t-Chaplain Service Fund - QuickBooks Pro

File Edi @K Actviiezs Beportz: Online  Window  Help
Chrl+, |
Clazses
Customerz:)obs Chrl+]
Wendars
Other Hames

Memonized Tranzactions  Chl+T
ToDoMotes
Beminders

Templates

Bie-gart: st

Other Liztz r

Look for the Opening Bal Equity account in your Equity accounts section.

+1100-1 - Cathalic Bank. 21.765.60
+1100-1a - CD Account Bark. 21,765,560
+1100-2 - Jewish Bark 0.00
+17100-3 - Muzlim Bark 0.00
+1100-4 - Orthodox Bank. Q.00
+1100-5 - Protestant Bark, 0.00
+1100-6 - General Bark 0.00
+ 1200 - Petty Cash Bark 0.00
+ 1400 - Fined Azzetz Fined Azzet B.47237
+1400-1 - Catholic Fired Aszet 931.40
+CCF-25 - Proceszional Crucifis Fived Azset 931.40
+1400-2 - Jewish Fived Azset 0.00
+1400-3 - Muszlim Fined Azzet Q.00
+1400-4 - Orthodos Fired Asget 0.00
«1400-5 - Protestant Fired Aszet 4,.282.22
+PCF-13 - Choir Robes [37] - Blue & Gold Fived Azset 428222
+1400-6 - General Fived Azset 1.258.75
+GCF-1 - Advent \Wie Fired Aszet 7hB.7E
¢ ECF-2 - Olympus Digital Camera Fiwed Azzet 43393
+ 1500 - Fund Property Fived Azset 0.00
+ 2000 - Accounts Payable Accounts Pavable 2.527.00
+ 2800 - IMPALC Credit Card 2.264.92
#2030 - Cathalic [MPAC Credit Card £33.93
+ 2520 - Protestant [MPAC Credit Card 15.00
+ 2510 - General IMPALC Credit Card 250.00
[ === . Dpening Bal E quity E quiby 10,000.00]
43000 - Fund Balance E quity 35,362.37
+ 3300 - Retained E amings E quity
+ 4000 - Regular Caontributions |nizome
+ 4100 - Designated Contributions Income -
Account T Activites ™ Repartz = [T Show &l
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STARTING OUT Preparation / Closing Out Opening Balance Equity

m Note the Amount shown for Opening Balance Equity (also, note whether the number is positive or
negative). If the amount is $0.00, skip the rest of this topic.
m If there is a balance of any number OTHER than $0.00, write that amount in the Worksheet.

3. Opening Balance Equity v

Enter the amount shown on the Chart of Accounts in Opening Bal Equity $10,000.00

To Close Out Opening Balance Equity:
m Click Activities in the Menu Bar and select Make Journal Entry.

g2 #Bazelf-Chaplain Service Fund - QuickBooks Pro
File  Edit iex

Ligtz Beportz  Online  Window  Help

Create Estimates
Feceive Payments
take Depozitz

Create Statements...

Wirite Letters...

Wirite Checks Clrl+f
Tranzfer Money

Enter Bill=

Pav Billz

Enter Credit Card Charges

bl ake Journal Entry

hh)

Reconcile

[lze Heqster [SEri ek
Set Up Budgets

Otker Activities r

m In the Date field, enter the date before you Start Date.

kg General Journal Entry * HowDol?

‘( Frew )) Mext
V 0k x Cancel

Azcount Debit Credit bl e Mame E Class
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m In the Entry No. field, type AJE-OBE (Adjusting Journal Entry Opening Balance Equity)

kf General Journal Entiy  HowDol? @ _ |Ofx
Date  |07/31/2001 F €4 Py ¥» HNext
V k. x Cancel
Aooount Del:ui Credit b emo M arme E Clazs
hd|

m Tab to the Account column, click on the drop-down arrow and choose an account based on the following

criteria —

1. If the balance showing in your Opening Balance Equity account is positive, select the Opening

Balance Equity account.

2. If the balance showing in your Opening Balance Equity account is negative, select the Retained

Earnings account. (some of you may have renamed this account to Fund Balance)

EE General Journal Entry * HowDol? @ _|Ofx
Date  [or/31/2001 | €€ FPrev | ¥) HNew
Entry Ne. [4JE-OBE v 0K X Cancel
Aocount Drehit Credit hemo Mame E Clasz
. Ope 5 ~] - la
2530 - Cathalic IMPAC  Credit Card - |
2020 - Protestant IMPAL Credit Card
2010 - General IMPAC — Credit Card LI
- Opening Bal Equity  Equity
= 3000 - Fund Balahce Equity
3900 - Retained Earnings Equity
4000 - Regular Contribution [ncome
4100 - Designated Contnbu [ncome _|
4200 - Organizational/&ctiv [hoome
4300 - Interest Income | Fizome
4400 - Other Income Income
BO00 - Worzhip & Religious Expenze
GO0 - Erwvironment Expenze
BOG0 - *Workshops Erpenze
B040 - Muzic Ewxpenze
GO20 - Liturgy Suppliezs  Expenze
GO00-1 - Equipment Expenze
BO00-2 - Services Expenze
B000-3 - Suppliez Ewxpenze
GO00-4 - Other Expenze -
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STARTING OUT

m Tab to the Debit column and enter the amount of the Opening Bal Equity Account.

Preparation / Closing Out Opening Balance Equity

EE General Journal Entry » HowDol? @ _|O) x
Date  [o7/31/2001 | €4 Py %% Mext
Entry Ma. W v Ok X Cancel
Account D1 ebit Credit b emo M ame B Class
e Oper [ |10,000.00 hdl v |~
|
m Tab to the Memo column. Type in “Close OBE”
EE General Journal Entry w HowDol? | _|Of =
D ate mg €4 Prev »» MNext
Entrp Mo, IW V ] 4 x Cancel
Account Debit Credit b ermio M ame E Clazs
T 10,000.00 Close OBE] ] |
|

m Tab to the Account column, click on the drop-down arrow and choose an account based on the following

criteria —

1. If the balance showing in your Opening Balance Equity account is positive, select the Retained
Earnings account. (some of you may have renamed this account to Fund Balance)
2. If the balance showing in your Opening Balance Equity account is negative, select the Opening

Balance Equity account.

EE General Journal Entry

o773 /20m &)

[rate

<<

» HowDol? @ _ O x

) ) Hext

Prey

Ertry Mo, I.-'!-.JE-EIE!E

] x Cancel

Aocount Drehit Credit

E Clasz

m [ g ﬂ
2830 - Cathalic [MPAC  Credit Card -
2520 - Protestant IMPALC Credit Card

510 - General IMPAC  Credit Card

E quity

- Opening B al Equity

- |

=

]

= 3300
4000 -
4100
4200 -
4300 -
4400 -

Retained Earnings
Regular Contribution
Dezignated Contribu
Organizational /Aoty
Interest lncome
Other Income

“wforship & Beligious
G010 - Erviranment
BOGD - “Workshops

E quity

|ncome
|ncome
|nome
|hoome
|ncomne

Expenze
Ewxpenze

Expenze
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STARTING OUT Preparation / Opening Balance Equity / Print Reports

m The same amount you entered on the line above should already be in the Credit column. This is exactly
where it should be.

m Tab to the Memo column. Type in Close OBE.

kE General Journal Entiy * HowDol? @ _ |O0f =

Date  [07/31/2001 @) €€ FPrev | »» Hew
Entry Mo, I.-“-‘-.JE-EIEE V ] x LCancel

Account D ehit Credit bl e MHame E Clazs
= O pEning 10,000.00 Cloze OBE |
3000 - Furi > | 10,000.00Close OBE| Il ﬂ_

m Click on the OK to record the transaction.

kE General Journal Entry » HowDol? l_ O =
Date  [o7/31/2001 | € Frey %% Next
Entry Mo. [4JE-OBE v . OK X Cancel
"
Account Debit Credit Memo Mame E Clazs
= Jpening 10.000.00 Cloze OBE |
3000 - Fun > | 10.000.00|Close OBE |~ LI_
hd

m Check the Opening Bal Equity account in your Chart of Accounts to verify the amount is now $0.00.

4. Print Reports from the Old Data File

In order to get the New Data File Template updated with current balances, data from reports in the old file will
be used.

IMPORTANT NOTE: If any changes are made to the Old Data File after these reports are generated and
printed, you must go back and create/print new reports.

Trial Balance
In traditional accounting, a Trial Balance is a document that adds up all the debits and credits so that mistakes
can be traced if debits don't equal credits. In the setup of your New CS Data File, a Trial Balance Report from

the Old Data File is used to determine the opening balances of your accounts and ensure that the debits and
credits of those opening balances are equal.
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STARTING OUT Preparation / Print Reports

To Generate and Print a Trial Balance from the Old Data File:
m From the menu bar, choose the Reports menu.
m  Choose Other Reports and Trial Balance.

[SEEN Online  Window Help
Profit & Loz 4
Balance Shest 3
Cash Flow 3

A/R Reports 3
Salez Reports 4
A/F Reparts 3
Budget Reparts 3
Tranzaction Reports 4
3
»
»
3

Tranzaction Detail Reparts
List Reports

Froject Reportz

Other Reports

Mizzing Checks

Custom Repart y i
BRI Depogit Detail

QuickReport Chrl+Q
Memorized Reports... General Ledger |

Graphs g TialBaarce ) |

m The default date range for this report is This Month-to-date; this information is shown at the top of the
report and also contains the exact From and To dates.

m Highlight the date in the From field and delete the date. Hit the tab key on your keyboard to move the cursor
to the To field. If you are choosing a Start Date that is any date OTHER than Oct 1st, enter the day before
your Start Date in that field and hit the Tab key again to refresh the report information. If you are choosing a
Start Date of October 1, enter October 1 in this field. This is critical!

m Review the report to make sure that all balances are correct. Ensure that the total debits and credits at the
end of the report equal.

Check Detail ‘

i Trial Balance w HowDol? l_ |00 =
Cusztamize. .. | Filters.. | Format... | H g n, Frint... | Memarize... | Eucel... | Hefreshl
Dates |Custam | Fram] E| To[07/31/2001 B
e R
0Ti08i0n Trial Balance

As of July 31, 2001
Jul 31, 01

+ Debit <+ Credit =

m  Print the report by clicking the Print button at the top of the report.

Wi Trial Balance w How Dol?

Cuztomize. .. | Filters.. I Farmat... | Header/Footer. .. | Hide Header | . | Eucel... I Refresh
| From| B To [07/71/ 20—

Dates | Custom F200

#Base#-Chaplain Service Fund
oTi0Bi01 Trial Balance

As of July 31, 2001

Jul 31, 01
+ Debit + Credit =
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STARTING OUT Preparation / Print Reports

Income & Expenses by Denomination
It is important to have data for income and expenses tracked by denomination. Two possible methods of
tracking this financial information in the Old Data File are considered here.

m Using sub-accounts to designate each denomination. The user would have added these.
m Using Classes to identify the denomination. Classes for each denomination were part of the previous data
file template.

IMPORTANT NOTE: If you choose a Start Date of October 1, 2001, this is the beginning of your Fiscal
Year and you should skip this report. No Income or Expense Opening Balances will need to be entered, as
those amounts are $0.00 as of October 1%,

Review the Trial Balance Report you have just created. If income and expenses were tracked by denomination
with sub-accounts, those sub-accounts will show on this report. If Classes were used in ANY transactions in
this data file, you must also generate the Denominational Income & Expense Report, described next. If
Classes were never used on any transactions in this data file you can skip the next report and go to the Vendor
Balance Detail Report. If you are not sure, continue generating all the reports.

Denominational Income & Expense Report

This report will identify income and expenses by the denominations that they were tracked to using Classes.
This report will only be available if you were using the data file template distributed last year for QuickBooks 99.
Also, if you are using a Start Date of October 1, it is not necessary to run this report.

To Generate and Print a Denominational Income & Expense Report from the Old Data File:
m  Open the Memorized Reports list.
m Select the Denominational Income & Expense Report.

T Memornized Report List w HowDal?

Report Mame

Aggregated Balance Sheet
Aggregated Income & Expense Report
Denominational Balance Sheet

Denominational lncome & Expenze Report
Tranzaction Detail by Account h
Trial Balance

YWendor Balance Summary

Generate Repart

m The default date is set for This Fiscal Year-to-date. Make sure that the To date is set to the day before
your Start Date.

m Review the information and verify that the Unclassified column is NOT on the report. (It will be the column
to the left of the Total column.)

¥ G-General Unclassified « TOTAL &
0.0a n.0a 2,500.00
0.0a n.0o 300.00
0.0a n.0o 42200
0.00 n.0o S2.00
0.0a n.0o 3,274.00

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services <4 18 »




Reference Guide
HI| Contents |I[Terminology|IHINIBIEINININININININININININI

STARTING OUT Preparation / Print Reports

m If the Unclassified column is appearing, this means that there are transactions or items in transactions in
the data file that have not been classed. Locate the amounts under Unclassified and zoom in on those
transactions to add the appropriate Class to the transactions.

G-General +  Unclassified < TOTAL

Q.00 0.0a 3ra.0a
Q.00 0.0a 111.43
Q.00 0.0a g74.50
33700 0.0a 23700
Q.00 0.0a 33200
.00 0.0a 124.50
S37.00 0.0a 3,355.43
120,00 0.0a 12000
.00 0.0a 300.00
120000 .00 420.00

0.0o 550.00
0.00 3 100.00
0.00 550.00 G50.00
B_l,lAccounl » HowDol? @ _ O] %
Customize... | Filters.. Format... | Header/Footer... | Hide Header | Frint... | Memorize... | Excel.. | Hefreshl

Dates |This Fiscal Vearto-date | From |01/01/2001 | B8] Ta [07/26/2001 | | Total By [Accourt list -
#Base#-Chaplain Service Fund

0712601 Transaction Detail By Account
January 1 through July 26, 2001
@ Type < Date < Hum < Hame % Memo « Class  «Clr = Split < Amount % Balance @

6200 - Pastoral Visitation

§210 - Pastoral Literature h
] Bill 03312001 Care Motes 2000 - Accou.., 55@ 550.00 4

Total 6210 - Pastoral Literature L. SSQW 550.00

Total 6200 - Pastoral Yisitation 53000 S50.00

TOTAL 550.00 550.00

1 1 |
J Expenses $550.00 I Items $n.nu|

Account Amount b emo Cuztomer.Job E Clazz
B200 - Pastoral Visita ™ | 550.00 ~ 6-General = |+
< Add Mew >

1-Cathalic
2Jewizh
I-kuslim
4-0Orthadox
B-Protestant

"y
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Preparation / Print Reports

m After all transactions have been modified using Class, the Unclassified column will not appear on the

report.
* HowDol? @ _ O x
ter... | Hide Header | Collapsze I Frint... | temorize... | Encel... I Hefreshl
/0172001 8| To [07/26/20m B Columns [Class =]
#Base#-Chaplain Service Fund
Denominational Income & EXPE“SE Report
January 1 through July 26, 2001
3 1-Catholic & 2-Jewish + S5-Protestant G-General TOTAL &
» 000 4 0.00 2,500.00 0.00 2,500.00 j
0.00 0.00 300,00 0.00 300.00
itriby 0.00 0.00 422,00 0.00 422.00
0.00 0.00 52,00 0.00 52.00
0.00 0.00 327400 0.00 3,.274.00
rance
S00.00 0.00 S00.00 0.00 1,000.00
0.00 0.00 379.00 0.00 378.00
7543 0.00 36.00 0.00 111.43

m  Print the report.

Vendor Balance Detail Report
A Vendor Balance Detail Report will be used for entering the balances for each vendor that you owe money to
as of the Start Date. Each vendor opening balance entered will accumulate the Accounts Payable balance in

the New CS Data File.

NOTE: If there is no amount showing on your Trial Balance Report for Accounts Payable, the Vendor
Balance Detail Report will not have any data and there is no need to run it.

To Generate and Print a Vendor Balance Detail Report from the Old Data File:
m From the menu bar, select Reports, choose A/P Reports and select Vendor Balance Detail.

RBeportz
Profit & Lozz .
Balahce Sheet .
Casgh Flow

Online  ‘Window Help

-

A48 Reports
Salesz Reportz

&/P Reports

Budget Reports

Aging Surmary
Aging Detall

Tranzaction Reports
Tranzaction Detal Reports

Urpaid Billz

Lizt Reparts
Froject Reportz

* v v v v vR4g v T

Yendar Balance Summany

dor B alance Detail

Other Reports

LCuztom Report

1099 Repart
1099 Detail

HuickEepart (el

emonzed Reports. .

Graphs 3
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Reference Guide

STARTING OUT Preparation / Print Reports
m The default date range for this report is All; this means that the information on the report includes all vendor
bills.
m Restrict the report to show only the open (unpaid) bills by selecting Filters in the upper left corner of the
report.
m Select Paid Status in the Filter window on the left and then choose Open in the center of the window. Click
OK. Report Filters [x]
iz il Current Choices
[ Fiter  Paid Status
i Filter Setto
EDDB Mumber J € Either Account All accounts payable
JDDnblir;rgETatus  Close Paid Status Open |
|| & ger
Paid Thraugh
Payment Method
Payrall Iterm j
v DK | X Cancel | ? Help |
m Review the report to make sure that all vendor balances are correct.
m Print the report by clicking the Print button at the top of the report.

il Yendor Balance Detail w» How Dol? I - | I:II }:I
Custamize... | Filterz.. I Format... | Header/Footer. .. | Hide Header I F'pg' E.. | temorize... | Excel .. Fefresh

Dates |4l ﬂ From | E To| a-E
#Base#-Chaplain Service Fund
08/08/01 Vendor Balance Detail

Transaction Detail by Account Report - Uncleared Transactions

This report will provide the list of checks and deposits that have not cleared the bank. In order for this report to
be accurate, the checking, savings, and credit card accounts must have been reconciled with the previous bank
statement.

NOTE: If the bank or credit card account/s are not reconciled or have never been reconciled in QuickBooks,
you will need to manually determine what the uncleared transactions are and list them by hand. This
information will be available in the manual records that have been maintained for the account and all the
previous bank statements.

To Generate and Print an Uncleared Transaction Report from the Old Data File:

From the menu bar, select Reports, choose Transaction Detail Reports and select By Account.

[REEN Online  ‘wWindow Help
Brofit % Lozs 3

Balance Sheet »
Cazh Flow

-

A/R Reportz

Salez Reparts

A4 Reports

Budget Reparts
Tranzaction Reports
Tranzaction Detail Reports

Lizt Reparts
Project Reports
Other Reparts

By Date ! |

* v vRA T T ¥ ¥ ¥
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STARTING OUT Preparation / Print Reports

m Change the date range for this report to All.
m  Select Filters at the top left of the report. The window Filters window will open with Account highlighted.
m In the center of the window click on the drop-down menu for Account and select Selected accounts.

Chose all the bank and credit card accounts by putting a check mark in the left column of each. Click OK.
Only the accounts selected here will appear on the report.

Report Filters |
r c|
Flies BT - Select the accountz from the list, then
% = ISeIected accounts... j [ allli QI%. _
i - i - C I
Date Inchade spit detail? 71000 Lhecking__ Ij X Cance
lht-1eer:nl:u s No < 1000-2 - Jewish
Mame € Yes W 1000-3 - Muslim
Mumber ™ For detail accounts matching W 1000-4 - Orthodox
. "( F.
TranzactionT ype =] [ accounts j Y 18332 Eré:-rie;:nt
1100 - Savings
~ 11001 - Catholic
v 2 i
w ok | x (Gl | ? 1100-2 - Jewizh ll

m In the Filter box, scroll down and chose Cleared. Select No in the center of the window and click OK. Now
only the uncleared transactions will show on the report.

Report Filters
Lz Al Current Choices
Filter Cleared

(tging - _ Filter Set to

Billing Status _l " Either Account Selected accounts...
Class = Mo D ate Thiz Month-to-date
Cleared MR [ Cleared Ho

Custorner Type i Yes

Detail Level

Due Date

Entered/Modified

v (1] 4 | X Eancell @ Help |

m Review the report to make sure that all the uncleared transactions are showing.
m Print the report by clicking the Print button at the top of the report.

Header/Footer. .. | Hide Header | Frint.. | M emorize... | Excel .. I Hefreshl
From | E To | El?%tal By |.-'1'-.|:|:|:-unt lizt j
#Base#-Chaplain Service Fund
Transaction Detail by Account
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5. Bank Account & Credit Card Information

In order to get all bank and credit card accounts set up properly in your New CS Data File it is necessary to

have the following information:

m Last bank and/or credit card statement prior to your starting point.

m List of all checks, withdrawals, transfers, charges, payments, and deposits that have not cleared the bank as
of this last statement. This information was generated in the previous step with the Transaction Detail by
Account Report showing all the uncleared transactions.

6. Export Lists
In order to get the New CS Data File updated with the lists from the Old Data File, lists will be exported.

To Export Lists:
m From your Old Data File, click File from the menu bar and choose Export to display the Export window.

&2 #B aselt-Chaplain Service Fund - QuickBooks Pro

(A-W Edit Liztz Achiviies Heportz Online Window  Help
Hew Comparm...
Open Compary...
Switch to Mulbi-uzer Mode
Cloze Compary
Company [nfo...

Set up Uszerz and Pazswordz 3

EazpStep [nterview
Freferences...

Printer Setup

Prrint List. .. Ctrl+P
Frint Formsz *
Ewxport Addreszes...

Back Up...

RBestare. ..

[Hilities 3
|mpart...

Corvert From Quicken !

Accountant's Feview r

Exit &lt+F4

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services <4 23 »




Reference Guide
HI| Contents |I[Terminology|IHINIBIEINININININININININININI
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m Select the vendor and other names list you want to export by checking the box next to the name of the list.
When finished click OK.

N |

Select the liztz that pou would ke to export. V 0K
[ Chart u:uf.-’-'-.cfzu:uungs [~ ltem List . x E[aencel
[T Customer List [~ Payment Tems List
v Wendar List [ Payment Method List 2  Hep

[ Employee List [ Shipping ethod List
ther Names L i I™ Customer Message List

[ Customer Type List [ Budgets

[ “endaor Type List [ Paymol &ccounts

[T Class List [T ToDoMates

[~ Job Type List

NOTE: Do not export the Chart of Accounts or Class List. The ONLY lists that should be exported are the
Vendor and Other Names lists.

m A second Export window will appear this is where the location is specified in which to save the export file
containing the lists that have been selected.
m Inthe Save in field, change the location to Desktop.

Bt g
=l &l e [EE

Save

_A%‘ by Computer 1 Phane & Fax
.'-_E:'E Metwaork, Meighbaorhood 3 FealPlayer 8.0
| Dell Computer ca Scanning

_ | FrontPage

_ 1 Intemet

1 biulti Media

File name: I".iif Save

Save as ype; IIIF Files [*.1IF] j Cancel

Pl

Help
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m In the field labeled File name, the current name listed will be *.IIF. Change the name to Export Lists and
click Save. You will now have a new icon on your desktop labeled Export Lists.iif that will later be imported
during the setup of the New CS Data File.

T
Save ir: I F#] Desktop j ﬁl

_,%‘ by Computer [ 1Phane & Fax
.'-_‘?E M etwork, Meighbaorhiood [ RealPlayer 8.0
1 Dell Computer [ Scanning

_ | FrontPage

_1Internet

1 bulti Media

File name: IE:-:pu:urt Liztz.iif

Save as type: IIIF Files [=11F] j Cancel |
Help |

7. Backing Up & Renaming the Old Data File
Backing up and renaming the Old Data File is the last step in using the previous version of QuickBooks and
preparing the information needed to begin using the New CS Data File.

Backing Up
The Old Data File will be kept on the computer’s hard drive for possible future use. It is also very important to
keep a separate copy on removable media in the event of losing the data on the hard drive.

To Back Up Your Data File:
m From the File menu, select Back Up to display the Backup Company To window.

Set up Userz and Pazswords k

E azyStep | nterview
Freferences...

Frinter Setup

Frint List... Ctil+F
Frint Formsz r
Export Addreszes..

MI
Bestore..

[ klitres 2
Import...

Export...

Corvert From Quicken

Accountant's Beviem r

Exit &lt+Fd
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STARTING OUT Preparation / Back Up & Rename

m If you are backing up the file on a 3'%-inch disk, zip disk or CD, label it appropriately and insert the disk.
Change the suggested location for the file in the Location field to the location of the disk drive.

m  Confirm the file name is correct in the Name field.

m Click the Save button.

Back Up Company to._. EH |

Save jn: S Floppy (4. El ﬁl

File name: Il:haplain Service Fund QEE ﬁave[ I

Save az ppe: IDBW Backup [*.0OBE) j Cancel |
Help |

Renaming
The Old Data File also will be renamed to avoid possible confusion from having multiple files of the same name
and to clearly identify it.

To Rename the Old Data File:
m From within the old data file, choose File and click Open Company to display the Open a Company
window.

B2 #B ase#t-Chaplain Service Fund - O
MW Edit Listz  Achivitiezs Beportz Onilie

MHew Company. .. |

Switch ta Multi-user Mode !

Cloze Comparn
Company [nfa...

Set up Users and Passwords r

E asyStep Interisw
Freferences. ..

Printer Setup

Frint List. . Chrl+F
Frint Formsz k
Export Addrezses...

Back Up...

Bestore...

[Elities 2
| mpart. .

Export...
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STARTING OUT Preparation / Back Up & Rename
m In this window, the name of the existing file should display; right click the file and from the menu, choose
Rename.
Dpen a Company [ 2] |
Loskjn |3 OB DataFie =] §|
| 1lnet
. Chaplain Service Fun Select
Open
Buick View Pluz
Add to Zip

]
EJl Add to Chaplain Service Fund 33.zip
Scan with Marton Sntiins

File narme: IEhapIain SendTo b | Open
Filez of type: IDuickB ar Cut Cancel

Copy 4'
Help
Create Shartcut 4'
[ Open file in multi-use Delete
h
Froperties
Open a Company
Lookin: | ‘=3 OB Data File - B k| =&
1 lnet
Chaplain Service Fund 93 08w
File narne: IEhapIain Service Fund 39.018W Open |
Files of type: | QuickBaoks Files [+ 0B * OBA] = Cancel |
Help |
[T Open file in multi-user mode
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m  Rename the file to Old CS File DO NOT USE.QBW and hit the Enter key on the keyboard to record the
change. Be sure to include the extension (.QBW).

Open a Company EH
Lok jr: |ﬁ 0B Data File j gl
1 Inet
[]}0ld CS File DO NOT LISE.QBW

File narne: IEII-:I C5 File DO MOT USE.QBEW Open

Files of type: | QuickBaoks Files [ QEW,* 0B4) =] Cancel

Help

i

[~ Open file in multi-uzer mode

m Click Cancel on the Open Company window. This will close the existing file and should display the There is
no company file open screen.

There is no company file open.

® To create a new company,
select New from the
File menu.

® To open an existing company,
select Open from the
File menu.

m Exit QuickBooks. [ v [ i

Blach ..

Bestore. .

[kiities 3
| ...

Erport..

Corvert From Quicken

Accauntant's Bewview b
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Installing QuickBooks Pro 2001

QuickBooks Pro 2001 will be installed, by default, to the current QuickBooks directory being used. This location
is part of the standard (Express) installation and should not be changed. Make sure that your computer meets
the minimum requirements before installing.

System Requirements

100% IBM compatible Pentium Processor; Pentium 200 MHz is recommended.

32 MB (megabytes) of RAM (random access memory) minimum; 64 MB is recommended.

VGA or SVGA video or better, capable of 256 colors. We recommend a monitor display of 800 X 600.
85 MB of free hard disk space.

55 MB additional for Internet Explorer 5.5.

Runs on either Windows NT 4.0 or higher with Service Pack 3 or higher or Window 95 or higher.
Internet access with a connection of 28.8 or higher required for online services.

Works with any printer supported by Windows 95/98/ME or Windows NT 4.0 or higher.

Multi-user (2-5 users) requires Windows 95/98/NT (peer to peer network) Windows NT Server, or Novel
NetWare network.

Integration with Microsoft Word™ and Microsoft Excel™ requires Microsoft Word™ and Microsoft Excel™
97 or higher.

m  2x CD-Rom or better.

Installation

To use QuickBooks 2001, you must have Microsoft Internet Explorer 5.5 (or higher) installed on your
computer. If you do not have any version of Microsoft Internet Explorer on your system, the QuickBooks Setup
program will install Microsoft Internet Explorer 5.5. If you have an earlier version of Microsoft Internet Explorer
currently installed, Setup will replace it with Microsoft Internet Explorer 5.5.

Note: If you have any browsers other than Microsoft Internet Explorer, the installation of Microsoft Internet
Explorer 5.5 will not affect your other browsers or their settings and preferences.

First Step — Close All Programs:

m Use the Task List/Bar to close programs that are currently running
The Task Bar in Windows 95, 98, and NT is the bar on your desktop that has the Start button on it. Buttons
representing running programs appear on this bar. To close a program listed on the Task Bar, restore it by
clicking on the program's button and exit as you normally would. You may also right click the program's
button and choose the Close option.

Restore
TEwe
Biee

b inimize
ol EpiTEE

Openi... | Documents - kicrozoft Wnrc‘
m Close Virus

I@ QuickBooks Pro

Protection programs

Locate the Virus Protection software icon in the Windows task bar. Right click on the icon and select exit.
(An alternative method is to press Ctrl-Alt-Delete, locate the Virus Protection program running in the Close
Program window and click End Task.)
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STARTING OUT Installing QuickBooks Pro 2001 / Installation

To Install QuickBooks:
m Insert the QuickBooks Pro CD-ROM in your computer's CD-ROM drive.

m Forinstalling QuickBooks 2001 over QuickBooks 99, the installer asks if you want to install QuickBooks.
m Click Yes.
]

If installation does not start automatically, from the Start menu in Windows, choose Settings, and then
Control Panel. Choose Add/Remove Programs and click Install.

E3 Control Panel Hi=] E3
J File Edit “iew Go Favorites  Help |J Addrezs I@ Control Panel j |
b, s T >
. o> . | ¥ ey | X
Erack Emryarnd p Cut Copy FPaste IInda Delete  Properties
J Radio @ Flay <B5 | '& Fadio Stations = AzCentral - Love Songs
M & 5 45 & S
Add Mew  IMEEESENWNES  [ate /Time Dizplay Find Fast Fontz Internet Joystick,
Hardware Programs O ptione
; w5k
@m P D B & 9 =
K.evboard Liveddyizar b il Microzoft Mail  Modems b ouze kultimedia M etwark,
Postoffice
Add/Remove Programs Properties
Install /U ninstall | windows Setup I Startup Digk I
To inztall a new program fram a floppy disk or CO-ROM
drive, click Install
Py
The following software can be automatically removed by
YWindows, Taoremove a program or to modify itz installed
componentz, select it from the st and click
Add/Remaove.
Addrezsarabber for E-Stamp -
Adobe Acrobat 4.0
AOL Inztant Messenger [S]
Audiowerk? Production Eit
Cakewalk Exprezs 6.0
Captdermno
Corel &pplications
Cybertedia First &id 97
Cybertedia Dil Change hd
SdddEEmovE.. |
F, Cancel Sl |
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STARTING OUT

Installing QuickBooks Pro 2001 / Installation

In the Welcome window, enter the Installation Key Code located on the orange sticker on the back of the
CD-ROM envelope.

Important: Place one Installation Key Code sticker from the CD envelope inside the front cover of the printed
QuickBooks Reference Guide where you'll be able to locate it later.

Setup

|
Welcome to the QuickBooks® 2001 5Setup Wizard
Thiz pragram will install QuickBooks on to your computer.

Wwie gtrongly recommend that vou exit all %indows programs,
ezpecially anti-virug zoftware, before running this setup
program. Click Cancel to exit Setup, and then cloze any
programs you have rnning. After inztallation, you must
restart waur compliter.

To continue, enter your installation key code below and then
click Mt

Y'ou'll find the arange key code sticker located on the
back of the QuickBooks CD holder.

Fresious inztallation key code: 4171-433-422-7306,
Kepcode: |4'I - I - I - I

i[5 | Cancel

NOTE: If this key code is missing or illegible, call QuickBooks at 1-888-320-7276, Monday — Friday, 4 am - 5

pm Pacific time. DO NOT purchase any Support Plan — the Chaplain Service has a Technical Support Plan
in place through QUICKPRO CONSULTING.

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services




Reference Guide
HI| Contents |I[Terminology|IHINIBIEINININININININININININI

STARTING OUT Installing QuickBooks Pro 2001 / Installation

m In the Setup Type window, choose Express Setup; this will install QuickBooks to the default location and
program group, which will overwrite your last installed version of QuickBooks. It will also install Microsoft
Internet Explorer 5.5 if it is not already on your computer. After choosing Express setup, click Next.

Setup |

Choose a Setup Type
Flease zelect the Expreszs ar Custom Setup.

Express Setup will install BuickB ooks Pro. Select
thiz option to accept the default settings.

Default Locatior;
ehGB Pro 99

Custarn Setup will allaw you o change the default
lozation and other inztallation zettings.

[ Fretal|Ehield

< Back | ﬂeﬁ)— I Cancel
s

NOTE: The location listed in this window is the directory that QuickBooks will be installed to, write that
location in the Starting Out Worksheet.

m Inthe License Agreement window, choose Accept and click Next. You are asked to accept two license

agreements before you can continue if Internet Explorer 5.5 is not already installed. You must click Accept
to continue with installation.
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STARTING OUT Installing QuickBooks Pro 2001 / Installation

m  When the Copying Files window appears, review the settings. If any settings are incorrect, go back to the
Setup Type window and choose Custom setup so that you can make different choices. If you are satisfied
with the settings, click Next. QuickBooks installer will begin copying files.

Setup Ed |

Start Copying Files

Review settings before copying files.

Setup haz enough information to stark copring the program filez. |f you want to review or
change any zettings, click Back. If you are zatizfied with the settingz, click Mest to begin
copying files.

Current Settings:

=

Inztalling QuickBooks Pro 2001
|nztallation key code: 41 71-433-422-7305
Deztination folder: e:\AB Pro 93

Start bMenu folder: ProgramshGluickBooks Pro

f o

| etal Shield

< Back

m  Once installation is complete, you will need to restart your computer before you can run QuickBooks.

Setup Complete
QuickBooks Pro 2007 installed successtully,

Wwindows must be restarted to complete your installation. Setup
will rebioat waur computer and restart Windows.

Fleaze sawe your open files and cloze any running applications.
You can press Alt + Tab to zelect and cloze any running
applications.

Remove any dizsks from therr dives, and then click Restart to
reboat pour computer and restart Windows.

< Hack

[Eareel |
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STARTING OUT Installing QuickBooks Pro 2001 / Product Updates

Important: If you have trouble with installation, call QUICKPRO CONSULTING at 1-800-641-0955.

QuickBooks Product Updates

Intuit creates a product update when new features and maintenance release are available for QuickBooks. To
ensure that your program is up-to-date, click the following link to the QuickBooks.com update to download the
latest maintenance release available: http://www.quickbooks.com/support/updates.html

QuickBooks Product Updates

Intuit creates a maintenance release when impravements in the way
CluickBooks warks are implemented, ar when prablems with the
software are discovered and fixed,

Click the appropriate link below for information on the latest release
for your wersion of CluickBaoks. “ou will find instructions for
downloading the release and details about what is included.

For custorners who are unable use the QuickBooks Update feature
in later versions of QuickBooks, we also provide infarmation far
downloading the latest release manually.

Windows Macintosh
QuickBooks ar}le CuickBooks CuickBooks Pro 4.0
Fro 2001

To Update QuickBooks:

m From this update web page, select the option for QuickBooks and QuickBooks Pro 2001 updates.

m The following web page shows the latest update available for your particular version of QuickBooks. Select
the manual update option.

QuickBooks Product Updates

QuickBooks and QuickBooks Pro 2001 for Windows
Product Updates

CluickBooks 2001 pravides automatic background downloading of
new product releases, When you are online, GuickBooks periodically
checks to see if there is a new update awailable. If there is one, it is
downloaded and will be installed the next time you exit CluickBooks,
If you experience prablems with the automatic update, 2 manual
update is available. The most current update is Release 3(R3). For
spe details about GQuickBooks 2001 releases, see:
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STARTING OUT Installing QuickBooks Pro 2001 / Product Updates

m  The next page will provide the download link.

QuickBooks Product Updates

QuickBooks 2001 and CuickBooks Pro 2001 for Windows
R3 Manual Download

Trial Version: Flease do not use this method if you are using the
Trial %ersion of CluickBooks or CluickBooks Pra.

1. Download the appropriate update file, saving it to a convenient
lacation an your hard drive.

If you have... Download
CluickBooks 2001 ghodstd. exe (1.9 MB)
CluickBooks Pro 2001 ghcdpro.exe (1.9 MB)
by

Important: The downloaded file must be named
exactly as shown in the table abave. You will not be
able to update CluickBooks 2001 if the file is named
differently.

m Download the QuickBooks Pro 2001 update file, saving it to your desktop.

File Download

'ou hawe chozen bo download a file from thiz location.

gbcdpro.exe from ftp.quicken.com

What would pou like to do with thiz file?

™ Bun this program fram itz current location

= Save thiz program to disk:

¥ | flways ask before opening thie bpe affile

I Cancel tare Info

i

NOTE: The downloaded file must be named exactly as shown in the table on the web page. You will not be
able to update QuickBooks 2001 if the file is named differently.
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Save As EH
Save ir: I F#] Desktop j El
_,%‘ by Computer [ 1Phane & Fax @J Cakewalk Expresz
.-_"?E Hetwork, Meighbaorhood [ FealPlayer 8.0 Calculatar
1 Dell Computer 1 Seanring il Corel PhotoPaint

_1FrontPage [ Adabe Acrobat 4.0 $ CorelDRaW B
_nternet ﬂ.ﬂ.udin Editor # Cubertdedia First.
1 bulti Media Automap Streets Plus & EarthLink Dialer

L | 13|

Saye

Sawve az type: Iﬁ.pplicatiun j Cancel |

Make sure QuickBooks is closed.

Double-click the update file on your desktop.

From the Install window, set the Browse field to your QuickBooks directory.
Click Install.

File name:

#2 QuickBooks Update Utility, Version 9.0 M=l E3

1] Click [Browse] to locate CuickBook.s:

IF'ru:ugram Fileg\IntuithQuickBooks Pro\Gbw32 exe Browse. . |

2] Click [Instal]:

Inztall [ |

N
~Z
O
S
oa
—Y
RS
=
@)
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STARTING OUT Installing QuickBooks Pro 2001 / Product Updates

Update complete E |

@ Congratulations!

Your verzion of QuickBooks 2007 iz now up to date

m  When installation is complete, restart your computer.

To Check the Current Release:

m  With QuickBooks open, hold down the CTRL key and press the number 1 (CTRL+1). Use the number one
key at the top of your keyboard rather than the one on the number pad to the right.

m  QuickBooks will display a Product Information window. The first line of the Product Information window
gives the QuickBooks product followed by the release.

Product Information

Product  QuickBooks Proersion 2001 for Windows Relzase B3P
Installation key code 4171-433-422.7305

Reqistration number 0371-4724-3415

Group number 349-3834-974

Sefial number 4181-460-3342-7304

Inztalled 124272000

— Izage Infarmation Services |nformation
Date First Uzed  12/26/2000 MHumber of Uses 0 AuthlD
Audit Trall Online Billing Token

— Syztem |nformation shopping Sourcs Token
Free Memany 250684 K

— File Infarmation

Location

File Siza 0k Wergions Uzed on File
T otal Transactions n

Total Targets 0

Total Links n

Dictionany Entries 0

Dﬁ | 0

m Using the link provided above, you can check periodically to see if there are any newer updates to the
program than what you have and download updates as necessary following the above instructions.
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STARTING OUT Installing QuickBooks Pro 2001 / Multi-User Setup
Multi-User Setup (Optional)
Network Requirements

It is recommended that you have the latest Service Pack or update for your operating system or network
software.

NOTE: If your computers are using Microsoft Windows 2000, users must have at least Standard user
(Power Users Group) rights. Users who only have Restricted user (Users Group) access do not have the
operating system rights to write to the registry keys and will NOT be able to use QuickBooks.

How Multi-User Ready QuickBooks Pro Works

Using QuickBooks Pro on a network is basically the same as using QuickBooks Pro on a single computer, with a
few exceptions. For most of the tasks you perform everyday, up to five users can access the data file at the
same time. When users are allowed to work simultaneously in the company file, the file is in multi-user mode.

However, there are some activities in QuickBooks Pro that allow only one person at a time to be in the data file.
These activities require the file to be in single-user mode. In this mode, other users must close the company file
on their computer. Then the person, who wants to perform the activity, must switch the file to single-user mode.
After finishing the activity, the person switches back to multi-user mode and then the others may open the file
and continue working as before.

Single-Mode Activities:

m Setting up a new data file.

m File operations such as backing up, condensing, or exporting data.
m  Some types of changes to lists.

m Activities involving an Accountant’s Review Copy.

NOTE: In a multi-user environment, all users must have the same version of QuickBooks Pro. Once you've
installed this version and updated the data file, other users who use older versions of QuickBooks Pro will be
unable to open the data file.

Setting up the Multi-User Environment:

m Make sure you have your computers properly networked. Please refer to your networking software
documentation or network technician for instructions.

m Install QuickBooks Pro 2001 on each of the computers you're working with.

m Choose a location for the New CS Data File. Be sure each user has read/write access and create/delete
rights to the directory on the computer that will host the new file.

m  When the location of the file is decided, create a folder in that location called Qbdata. This folder will be
shared with all computers on the network so that they can map to this location for sharing the New CS Data
File.

NOTE: QuickBooks Pro 2001 is provided in a 5-Copy Value Pack. For multi-user installation, the same CD
and key code is used for each installation. For complete installation instructions, be sure to read System
Requirements and Installation.

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services 4 38 P




Reference Guide
HI| Contents |I[Terminology|IHINIBIEINININININININININININI
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To Share a Folder with Other Computers in Windows:

NOTE: These directions may vary depending on what version of Windows you are using.

m In Windows Explorer, locate the Qbdata folder you want to share, right click it, and then from the pop-up
menu, choose Sharing.

m At the top of the Qbdata Properties window, click the Sharing tab, and then click the Shared As: option.

m  On the line Share Name, enter Qbdata.

m Under Access Type, choose Full and (if desired) Depends on Password, and then in the field at the
bottom, enter the Full Access Password (you will be asked to verify this).

m Click OK.

m  Now you will see the hand that appears to be holding the folder Qbdata in your Explorer window.

NOTE: It is very important that when accessing QuickBooks in a network environment that the data file is
accessed through a mapped network drive and not through Network Neighborhood.

Mapping to the Host Computer as a Network Drive on Your Computer:

m  Double-click Network Neighborhood icon on the desktop, and then double-click Entire Network.

m Locate the Qbdata folder that contains your New CS Data File and right-click the folder.

m Choose Map Network Drive. (If Map Network Drive is unavailable, see your Network Administrator for an
explanation.)

In the Drive field of the Map Network Drive screen, select any unassigned drive letter. (Windows will default
to the first available unassigned letter.)

Select Reconnect at Logon so this drive will be mapped next time you turn on your computer.

Click OK.

If Windows opens a window showing the contents of your mapped drive, close the window.

Restart your computer.

NOTE: Write down the Drive Letter and Location of the Shared Folder in the worksheet.

Adding Computers to a Network:

m  Make sure that the computer is networked properly.

m Install QuickBooks Pro 2001 on the new computer.

m Follow instructions for mapping to the shared folder as listed above.
m Have the new user open the data file through the mapped drive.

NOTE: Up to five users may have access to the data file simultaneously, however, you can set up as many
users as you wish. For example, if you have five full-time employees and three part-time employees who
need access to the data file, you can set up all eight employees as users of the data file. All eight are
considered valid users of the data file, but only five can access the data file at the same time.
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STARTING OUT Setting Up the New Data File / Restoring
Setting Up the New CS Data File

Restoring the New Data File Template

This section will cover restoring your New Data File Template. Be sure that the Product Update step has been
completed before proceeding. QuickBooks MUST be updated in order to restore the New Data File Template.

There are separate instructions for the Administrator and for the Users. The Administrator is the NCOIC.

Administrator Instructions:
m Start QuickBooks Pro 2001 by double-clicking the icon on your desktop.

[uickBooks

Fro L‘}

m  On the Welcome to QuickBooks screen, choose Cancel. This will display a window titled No Company
Opened.

No Company Opened

Select a company that you've previouzly opened and click Open

Open |

Click Broveze ta find another company Browsze |

To create a new company or restore a backup, chooze a menu item from the File
Memn.

m Insert the disk containing the New Data File Template.
m From the File menu, click Restore to display the Restore Company Backup window.

AW Edit “iew Listz Company Cus
Mews Compary...
Open Comparyy...
Open Brevious Comparny »
E asyStep |nterview
Cloge Compary
Switch to Multi-uzer Mode

Back Up...
Ltilities ! 3 |
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STARTING OUT Setting Up the New Data File / Restoring

m The top half of the window specifies the location of the backup file being restored. Click the Change button
and Browse to the location of the backup file.

Festore Company Backup |

— et Company Backup From:

ﬁ If you are restaring from a 3.5-inch disk or other removable storage
-." — ] media, put the dizk in the drive befare clicking Bestore.

I ame: |

Location: |

Change Click Change to select a backup filename and location to restare
—|é frarn.

— Restore Company Backup To:

L] :
'\’ :J Select the location and name to restore your company to.

[ &g |

[Lozatiam |

Charge | Click Change to select a filename and location to restore wour
— backup file to.

Restore Cancel Help

m Choose the file named New Data File Template.qbb and click Open.

ResreFom e
Loak jr: I@ 2% Floppy [&:] j gl

File narne: INEW Data File Template.IBE Open

Files of bype: IE!BW Backups [*0BE* QBX) j Cancel

Help

Pk

[f pau are restoring from a 3.5-inch disk or ather removvable storage
2 media, put the dizk in the dive before clicking Restore.
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m In the Restore Company Backup window, the bottom half of the window specifies the location of where the
restored data file is being saved to.

m For Multi-User Installation — Click the Change button and locate the drive letter of the mapped drive
noted above. In the Restore To window, choose the shared Qbdata folder that was created and click Save.

m  For Single User Installation — If QuickBooks is only going to be used on this computer, click the Change
button.

Restore Company Backup |

— Get Company Backup From:

ﬁ |f wour are reztaring from a 3.5-inch dizsk or other removable storage
2 — ' media, put the dizk in the dive before clicking Restore.

Mame: [Mew Data File Template BB

Location: |,.=_-.':'.~
Change | fI:Iick Change to zelect a backup filename and location to restare
ram.

— Bestore Company Backup To:

] .
"Q ﬁ Select the location and name to restare your company fo.

M ame: |

Location: |

Change LClick Change to zelect a filename and location to restore ypour
— backup file tao.

RBestore Cancel | Help

m In the Restore To window, locate the QuickBooks folder on your local drive. Then enter the name of the
data file as USAF Chaplain Service — Your Air Base. This will be a QBW file (QuickBooks Working file).
Click Save.

T 1|
Save in; Ia GuickBooks Pro j ﬁl

File narne: I1SAF Chaplain Service - Air Baze Save

SV EN e Lick Books Files [* QW * 0BA] Caricel

Help

Pk
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m Review the information on the Restore window. Make sure both locations and the file names are correct.
Click Restore.

Restore Company Backup

— Get Company Backup From:

ﬁ |f wour are reztoning from a 3.5-inch dizk or other removable storage
= ' media, put the dizk in the dive before clicking Restore.

Marmne: |New Data File Template. QBB

Location: I"f"":l"'
Change | fl:lick Change to zelect a backup filename and location to restore
T,

— Bestare Company Backup To:

] .
"Q ﬁ Select the location and name ba restore your company ko,

Name:  |USAF Chaplain Service - Air Bass OBW

Location: IE:"-.P'ru:ugram Filez\IntuithQuickBooks Prob,

LClick Change to zelect a filename and location ko restore your
backup file ta.

Bestore RJ Cancel Help

m Click OK in the message window Your data has been restored successfully.

RQuickBookz Information |

@ Your data haz been restored succezsfully.

Setting Up Users

As the Administrator, you must specify a user name and password you would like to use for Administrator
access to the data file. It is also necessary to add a username and password for each user that will be
accessing the data file in multi-user mode. The Administrator must add the additional users before they will be
allowed to access the data file. When setting permissions for the users, keep in mind that the Admin should be
the only person allowed to make changes to the accounting records after the close date. The Close date is
normally at the end of the fiscal year or if the Admin prefers — the date the records were last inspected.

Passwords

Passwords are like keys to your car — If you lose the keys you will not be able to open the door and you’ll end up
paying to fix it! The point is — PLEASE write down your password and keep it in a safe place. If you forget it
and/or lose, Intuit will charge to have it removed.
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STARTING OUT Setting Up the New Data File / Setting Up Users

To Set User Names and Passwords:
m From the menu bar, choose Company and click Set up Users.

B2 USAF Chaplain Services - Air Base - QuickBooks Pro
File Edit
A ‘i} Compary Hawvigator

‘wirite Checks  Enter Bills Businezz Services Mavigator

Company Center

Wigw  Lists MGG Customers  Yendors  Emplope:

.Eﬁiigatq__is Company |nfarmation. .
ﬁ Company Set Up Uszers...
% Customers Change Your Paztword..
Set Up Budgets
Yendors =
E ToDoList
g Employees Beminders
Banking Alertz Manager
(2 Business Service
Chart of Accounts Chrl+&,
E‘a Reports b ake Journal Entry
Info & Support
P L T L I Wirite Letters...
OpenWindows  FiintMailing Labels...
Synchronize Contacts
Decizion Tools ]
Create "Web Site
Company Services r

m  On the Setup QuickBooks Administrator screen, assign the Administrator user name and password.
m Click OK.

Set up QuickBooks: Administrator |
Before vou zet up new uzers, pou must set up a name and pazswaord for
the GuickBooks Adminizgtratar. The Administrator has access to all
activities in QuickBooks.

Adriristrators Marme: fdrmin
Adminiztrator's Password [optional]: |*“*“*“*“
Carfirm Pazsword:  —
0K " Cancel | Help
b
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m  The User List window will appear and show that the Administrator is logged on.
m To add a new user, click the Add User button.

User List ]

Admin [logged on] Add Llser___[ |

Edit Uzer...

Delete Uger

Wiew Lser

Cloze

Set the closing date: |~ Closing Date. Help

m The Set up user password and access wizard will appear.
m Enter the user name and password of the first user and click Next.

Set up user password and access |

User Name and Password

c
?QQ@"_ Pleasze provide a name and an optiohal pagsward For thiz uger.
o
i

PRy

v E IJzer Mame: |L|ser One

Pazsward: I“’“‘

Corfirn Password: |""1

e Hext %J et Help Cancel

m Follow the wizard in selecting the permissions that you would like this user to have.
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=

Set up user password and access

Access for user: User One

o
é Wwhat do you want thiz user to have access to?

- -K.
"

" Selected areas of QuickBooks

[r'ou will make the selections in the screens that follow]
% 14| areas of QuickBooks

Prew | Hext %l Eirareh | Help | Cancel |

Set up user password and access |

Access for user: User One Page 1 of 1

c “fou have finizhed setting this user's access rights and passward,
?ﬁ?kﬁ@ Below is a summary of this user's access nghts. Click the Finish button
¥, - to complete this task.

X

Area Create Print  Reportz
Salez and Accounts Receivable Ny hy iy
Purchazes and Accounts Payable Y Ny ¥
Checking and Credit Cards Y by nsa
[rventony by by Y
Senzitive Accaunting Activities N ¥ ¥
Senzitive Financial Reportz Y Ny n'a
Changing ar Deleting Tranzactions Y nsa nsa
Changing Clozed Tranzachions N nsa nia
Prew IRt Help Cancel

m  When finished, follow the above steps in adding each new user.
m Click Close when all users have been added.

The Administrator is able to change any of the user information at any time. If it is necessary to add, edit or
delete any of these permissions, go to the Set Up Users screen and select the appropriate choice to display a
wizard that will guide you in editing this information.
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Accessing the Data File

To Open the Chaplain Service Data File:

m Start QuickBooks Pro 2001 by double-clicking the icon on your desktop.

m  On the Welcome to QuickBooks screen, choose Open Existing Company. OR,

m In the Open Company window, Browse to the location of the Chaplain Service Data File.

Open a Company EH |

Look jr {23 QuickBooks Fro j ﬁl

et @ Deszktop
Now 5 B4 My Computer
=4 3% Floppy (&)
(=3 Spstem prog [C:] -
] Program Files
1 Ikt
'a QuickBoaks Pre
(=1 Removable Disk D]

File narne: INEW C5E Data File Termplate. QBW Open

Files of type: | QuickBaoks Files [ QEW,* 0B4) =] Cancel

Help

il

[~ Open file in multi-uzer mode

m  On the Open Company window you can select an option that will automatically open the file in multi-user
mode each time it is opened. Select the Open File in Multi-User Mode checkbox on the bottom of this
window to set this preference.

Dpens Compory e
Look jr Iﬁ QuickBadks Pro j ﬁl

| 1lnet
Mew C5 Data File Template. QB

File narne: INEW C5E Data File Termplate. QBW Open

Files of type: | QuickBaoks Files [ QEW,* 0B4) =] Cancel

il

Help

IV iDpen file in fulbi-uzer mode
M
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m Click Open.
|

Setting Up the New Data File / Accessing the Data File
Log on with your assigned user name and password if necessary. If QuickBooks is not used in a multi-
user environment on this particular base, you will not see the Login screen.

QuickBooks Login

]|

Enter a user name and paszword to log in ko the comparn:

#B azelt-Chaplain Service Fund
Uszer Mane:

[ sy

Pazzwaord: I

(1] 4 | Cancel Help

NOTE: For Multi-User Setup — the drive letter you assigned will be listed as one of the drives in QuickBooks
Be sure to open your company file by selecting the new drive, not Network Neighborhood.

You have now successfully restored the data file template to the Chaplain Service Data File.

To complete the setup:
m Click the X at the top right corner to close QuickBooks.

M= B3

m  Double-click the QuickBooks Pro icon on your desktop to open QuickBooks again.

[uickBooks

Fro %

You will notice that when the program opens that your data file is automatically opened as well. By closing the
program this way you are ensured that the Chaplain Service Data File is opened at the same time QuickBooks

is launched without having to locate the data file separately. This is the method that will be used for shutting
down QuickBooks.
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Registering QuickBooks

The Chaplain Service requires the QuickBooks program to be registered. Upon restarting the program, you may
be prompted to register the program. There are a limited number of uses of the program without registering
before it ceases to function. A Register QuickBooks window will appear with three available options on the
screen: Online, Phone and Remind Me.

To Register QuickBooks:
m Click the Online option.

Product Registration

GuickBooks requires you to reqgister before your 15th use of this product.

You have 13 usesz left.

Online registration iz quick and eazy. After you register, pou'll get:
+ Motices about QuickBooks enhancements and fizes.

# Dizcountz on GuickBooks future uparades.

| have access to the Internet. | want to register online.

Phahe | do naot have access to the [ntemet, | want to register
= by phone.
Bemind ke Later Pleaze remind me later to reqgister.

m Follow the on screen instructions to complete registration. DO NOT purchase any Support Plan — the
Chaplain Service has a Technical Support Plan in place.

Register QuickBooks Pro E3

T o register QuickBooks, please call toll free 0K
1-800-579-6669. *rou will be asked to provide the

fallowing numbers:
g Cancel

Your zenal number iz 4360-360-3576-1305
Your group humber is 035-7561-436

Regiztration number: ||

Yerzioh 2001 Releaze B3P

m If you are unable to use online registration and choose to use the Phone option, DO NOT purchase any
Support Plan — the Chaplain Service has a Technical Support Plan in place.

m If you have any questions call QUICKPRO CONSULTING at 1-800-641-0955.

m The registration number will appear in the registration window. Write this number down inside the front
cover of the printed QuickBooks Procedure Guide.
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If you are not prompted to register automatically, select Register QuickBooks Pro from the File menu and
follow the above steps. (Remember, the data file must be open in order to register.)

&2 Religious Organization Data File - QuickBooks Pro[multi-user)[Administrator]
File Edit Wiew Listz Company Customers Vendors Employees Banking Beport: Window  Help

Mew Compary... @ & Iﬁ:l v& Q Ei‘
Open Company/Login... k Bl  FReg Accnt Fmnd  Find  Backup
Open Previous Company k

EazuStep [nterview
Cloze Company,/Logaoff
Switch ta Single-uzer Mode

Back Up...

Bestare...

Utilities »
Accountant's Bewview k
Bt [Etr{+E:
Print Eorms »
Frinter Setup...

Send Forms »

Reqister QuickBooks Pro...
Ilpdate QuickBooks...
Exit Al+F4

If it becomes necessary to re-install the program you will be prompted to register again. Upon re-installing,
choose Phone registration on the Register QuickBooks screen and re-enter the registration number that you
have written on the inside cover of the QuickBooks Reference Guide.
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Update the New CS Data File

Base Information
The first step in updating the file involves entering the pertinent base information.

To Enter Base Information:
m Choose Company from the menu bar menu and click Company Information.

Company Information
Compary Hame ([N e R (1]
fddress {4 Easy Street Cancel
Tuczon, AZ85701
Help
Country |L|S ﬂ
Legal Hame | 154F Chaplain Services - Air Base
Legal Address |1 000 E azy Street
City/State/Zip ITucsun I.-'i‘-z j IEE?D'I
Legal Country ILIS ﬂ
Phane # |520.222.1234
Féed # |
E-mail |
wieb Site |
First month in wour fizcal pear IEI::tu:uI:uer -
First month in pour income tag vear |January -
Incarne Tax Form Ueed |<Elther£N|:|ne> ﬂ
— Company |dentification
Federal Emplover Identification Mumber |
[FEIM required for Payrall.]
Social Security Mumber
[SSM uzed on 1059z if no FEIM iz entered.]

m Enter all applicable information in this window.
m Click OK when finished to record this information.

If any information has been entered in error or if this information needs to be edited, open the Company
Information window, change the applicable information and click OK to save your changes.
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STARTING OUT

Import Lists

The next step in updating the Chaplain Service Data File will be to import the lists that have been exported

from the old data file.

To import lists:

Reference Guide

m From the File menu, choose Utilities and click Import.
m Inthe Import window, change the Look In field to Desktop.
m The Export Lists.iif file should be displayed in the contents of the desktop.

g2 USAF Chaplain Services - Air Base - QuickBooks Pro

[SI- Edit
MNew Company. ..
Open Caompary...
Open Previous Company r
EasyStep Interview
Cloze Company
Switch to Multi-uzer Mode

Wiew Lists

Company  Cuztorners  Wendors

Employesz |

G e |

e Depozitz - Reconcile  bMemariz

Back Up...
Bestare...

Accountant's Bewview r

Erifi. [Er{+E
Frint Eormz »
Frinter Setup...

Send Forms r

Ilpdate QuickBooks...
Exit Alt+F4

M|
Export...

Export Addreszes. .
Corvert From Quicken...

Condenze Data...
Werfy D ata
Bebuild Data

m Select the Export Lists.iif file and then Open.

HE|

Import
ke [ owss = ] o
_%‘ ky Cormputer 1 Phane & Fax

._E_'E Metwark, Meighborhood [ RealPlayer 8.0

| Dell Computer [ Scanning

_ 1 FrontPage . E=port Lizgtz.iif
_ 1 Internet

1 Multi Media

File name: IE:-:pl:urt Ligtz.iif

Open

Files of type:  |IIF Files [*IIF)

j Cancel

Help

il

Setting Up the New Data File / Update the Data File
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STARTING OUT Setting Up the New Data File / Update the Data File

m Click OK in the Your data has been imported message window that appears.

QuickBooks Information |

@ “our data has been imported,

m Check each list to ensure that the data was imported correctly.

The mandatory Chart of Accounts that you will use for the New CS Data File is included in this file. From the
Company Navigator, click the Chart of Accounts icon to review the pre-set Chart of Accounts that will be
used.

Chart of Accounts w HowDol? | _ (O] =
0o q B ank. 0.00
reral

+ 1020 - Protestant Bark, .00
+1030 - Cathalic: Bank 0.0

+ 1100 - Savings Bank. Q.00
+1110 - General Bank 0.00
+ 1120 - Protestant Bank .00
+1130 - Cathaolic Bank .00

+1200 - Petty Cash Bank 0.00

1201 - Accountz Receivable Accounts Receivable .00

+ 1400 - Fixed Azsets Fied Azset .00
+1410 - General Fixed Azset 0.00
1420 - Protestant Fiwed Azzet .00
+ 1430 - Catholic Fixed Azzet 0.00

+ 2000 - Accounts Payable Accounts Payable 0.00

& 2500 - IMPAC Credit Card .00

+3000 - Opening Bal Equity E quity Q.00

+3900 - Retained E amingz E quity

44000 - Regular Contributions Income

+ 4100 - Designated Contributions | Fizorme

+ 4200 - Organizational d.ctivity Contrib | Fizorme

4300 - Interest Income [[letal 1

« 4400 - Other Income Ihcome

+B000 - “Waorship & Religious Obzervance Expenze

+B100 - Counzeling & Spirtual Murturin Expensze

+B200 - Pastoral Yisitation Expenze

+B300 - Contingency Miniztry Expenze

+B400 - Religious [nstruction Expenze

+B200 - Group Care & Renewal Expenze

4 BEO0 - Quality of Life Concerns Expensze

+6700 - Lay Programs Expensze

+ 6300 - Humanitarian Expenze

+B300 - Financial Program Support Expensze

+ 7000 - Community Dbzervances Expenze

47100 - Public Relations Expenze

47200 - Mizcellaneous Expenze

&ctiviies = | Reports * ||_ Show Al

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services 4 53 »




Reference Guide
HI| Contents |I[Terminology|IHINIBIEINININININININININININI

STARTING OUT Opening Balances / Required Information / Chart of Accounts

Opening Balances

The next step in updating your New CS Data File is entering the beginning balances for your accounts. We will
reference the reports that were printed out of the previous file and the requested bank account information. This
section will cover getting your New CS Data File ready for the first transaction.

Required Information

The following information, gathered in the Preparation section, is needed for entering opening balances:

m Bank statements for each bank account.

m Transaction Detail by Account Report showing the list of outstanding transactions for each bank and
credit card account.

m Trial Balance Report as of the day before your Start Date. (Unless your Start Date is October 1 — then
your Trial Balance Report should be as of October 1st.)

m  Vendor Balance Detail Report as of the day before your Start Date.

NOTE: If the bank or credit card account/s are not reconciled or have never been reconciled in QuickBooks,
you will need to manually determine what the outstanding transactions are and list them by hand.

The balances for each account will be entered in the form of General Journal Entries. The entries will be
separated by type of account and dated the day before your Start Date.

NOTE: The Starting Out Worksheet is utilized extensively in this section. Please make an extra copy of the
Worksheets before preceding any further. This will be a supplemental copy in case you need to re-do any of
the steps. Also, you may need extra copies of some pages if more lines are required to enter information as

you proceed.

Data Entry

It is crucial, as you proceed through Entering Opening Balances, that you enter the information correctly.
Please double check your entries to assure that the amounts are exact, the debit or credit column is used
appropriately, and that the right account is used. Any inaccurate entries will result in the need to start at the
beginning and redo this exercise. If you have an opening balance for any account that is 0.00, you do NOT
need to enter that amount.

Basics of Using the Chart of Accounts

The Chart of Accounts has mandatory Parent (Main) Accounts created. Please do not create additional Parent
Accounts. Instead, add Sub-Accounts under the existing Parent Accounts. If a Sub-Account has been created
the Parent Account is not used for any transactions. Using the Sub-Accounts will provide accurate and detailed
tracking of your funds.

n Chart of Accounts »* HowDol? @ _|O) x

Parent Account » | 0.00

+ 10110 General Bark .00

Sub-Account » + 1020 - Protestant Bank 0.00
+ 1030 Catholic Bank Q.00

+ 1100 Savings Bank n.oa

+ 1110 General Bark .00

+ 1120 Protestant Bank. n.oa

+ 1130 Cathalic Bark .00

+ 1200 Petty Cazh Bark .00

+ 1201 - Accounts Receivable Aooounts Receivable .00

NOTE: To view all of the Accounts in the Chaplain Service Data File, click Show All at the bottom of the
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STARTING OUT Opening Balances / Accounting Chart / Opening Bal Equity

Accounting Chart
To provide you with some basic understanding of the affect of Debits and Credits to the different account types
in QuickBooks, the following chart is provided:

ncome These accounts — Exper:se
Debit | Credit m affect the Profit & mip Debit | Credit
l T Loss Report T l

l 1 1 |
l T 1 |

Asset These accounts Liability

Debit | Credit <m affect the Balance mip Debit | Credit
Sheet Report

T ! } T
to o \ { Lot
1 ! _Capital / Equity . f
Debit | Credit
| T
Legend: l T

T = Increase l )
| = Decrease

This information is explained in more detail under the individual sections that cover entering the opening
balances to each type of account.

Opening Balance Equity Account

Before we proceed with entering the opening balances for your accounts, it is necessary to define the Opening
Balance Equity account. QuickBooks automatically creates account 3000 — Opening Balance Equity and adds
it to the Chart of Accounts when creating a new data file.

This account will be used in the following sections when entering the account opening balances. It serves as a
holding account to offset the beginning balances for the accounts in the new data file. After all the opening
balances for the new accounts have been entered, the different debit and credit balances will bring the amount
in Opening Balance Equity to zero. The affect of each account opening balance entry on the Opening Balance
Equity account will be explained in detail for each account type in the following sections.
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Asset Accounts

The Trial Balance Report is used for entering the balances for the Asset Accounts from your previous file.
Assets were previously known as Equipment or Property. The balances will be entered through a General
Journal Entry, which uses debits and credits to increase or decrease the balance for each account. Before
entering any data into QuickBooks, complete the Starting Out Worksheet for asset accounts.

Worksheet Tasks

Enter Worksheet Information:

m Enter the name of each asset account from your current trial balance report. Do not include any Bank
accounts (i.e., checking, savings, etc.). Bank accounts will be taken care later.

m [fitis necessary to have any account tracked as a different account in the new Chart of Accounts, enter the
old and new name. If it is going to be a sub-account, enter the appropriate parent account name. All fixed
asset accounts will be added as sub-accounts under one of the existing accounts.

m Select the appropriate debit or credit column and enter the amount. The trial balance report will indicate
whether the balance is a debit or credit.

Worksheet Example

The data used in the following examples and screen shots uses the same information generated in the ftrial
balance report shown in the Preparation section.

Asset Accounts

Old Name New Name Parent Account Debit Credit
CCF-25 Processional 1430.1 Processional 1400 Fixed Assets: 1430 Catholic

Crucifix Crucifix 931.40

PCF-13 Choir Robes 1420.1 Choir Robes 1400 Fixed Assets: 1420 Protestant

(37) (37) 4282.22

GCF-1 Advent Wreath 1410.1 Advent Wreath | 1400 Fixed Assets: 1410 General 758.76

GCF-2 Olympus Digital 1410.2 Olympus Digital | 1400 Fixed Assets: 1410 General
Camera Camera 499.99

Fixed Asset Account Numbers

Fixed Asset Accounts that are added will become sub-accounts of one of the existing religious denomination
fixed asset sub-accounts. The added sub-accounts will have an account number defined by adding a decimal
point and a number from one to ninety-nine, to the pre-existing sub-account number. This will allow up to ninety-
nine fixed asset items to be added under each religious denomination fixed asset account. The following
instructions will show how this will work.

Adding Fixed Asset Sub-Accounts

From the Worksheet, it will be obvious what additional Fixed Asset accounts need to be added to the Chart of
Accounts in the Chaplain Service Data File. All fixed asset accounts will be added as sub-accounts under the
appropriate parent account.

NOTE: To view all of the Fixed Asset Accounts in the Chaplain Service Data File, click Show All at the
bottom of the Chart of Accounts. To make an account active, click on the X to the left of the account
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STARTING OUT Opening Balances / Asset Accounts

To Add Fixed Asset Sub-Accounts to the Chart of Accounts:
m Click the Chart of Accounts icon in the Company Navigator to open the Chart of Accounts.

Eusiness Ipdate Company  Backup  Preferences Chartof
SErvICes QuickBooks Center Accounts
Directory

| — ‘ﬁ_\_j‘o'!
g &

Reminders To-Do's

m Click on the Account button in the bottom left corner of the Chart of Accounts list. Select New to display
the New Account window.

n Chart of Accounts » HowDol? M _ 00 x
+ 1000 - Checking 0.00 s
+ 1010 General Bank EI.EIEI_l
+ 1020 - Protestant Bank Q.00
+ 1030 - Catholic Bank Q.00
+ 1100 Savings Bank Q.00
+ 1110 General Bank Q.00
+ 1120 Protestant Bank Q.00
+ 1130 Cathalic B ank Q.00
+ 1200 Petty Cazh Bank Q.00
+ 1201 - Accountzs Receivable Aocounts Feceivable Q.00
+ 1400 Fixed Aszsets Fixed Azzet Q.00
+ 1410 General Fixed Azzet Q.00
+ 1420 - Protestant Fixed Azzet Q.00
+ 1430 Cathalic Fized Azzet Q.00
+ 2000 - Accounts Papable Accaunts Pavable Q.00
+ 2800 - [MPALC Credit Card n.oo
+ 3000 - Opening B al Equity E quity Q.00
+ 3900 - Retained Eamings E quity
+ 4000 - Regular Contributions Income
+ 4700 - Deszsignated Contributions Income
+ 4200 - Organizationalductivity Contrib Income
#4300 - Interest Incame Income j
Activiies  * | Repotz ™ [ Shaw Al

Edit ! Ctrl+E

Delete Ctrl+Dr

Make Inactive
Show All Accounts:
v Hierarchical Wiew

Flat “igw

ze Chrl+L
Find Tranzactions in...

Frint List... Ctrl+P
Be-zort List
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STARTING OUT Opening Balances / Asset Accounts

m Select Fixed Asset as the type of account you wish to create.

7 Hew Account * HowDol? M _|O xl

Mumber I 0K

Barik

Accounts Feceivable Cancel
Qther Current Azget

ined £ Hext
Other Azzet _—
Accounts Papable ot I j Account iz
Credit Card inactive

Other Current Liability
Long Termn Liability
Equity

Income

Cozt of Goods Sold
Expense

Other Income

Other Expenze

[ permoaETe T az of IDE,-"] B/ 2001 E

m Enter the appropriate account number and account name. (The account number in this example is entered
as 1430.1, which is going to be an asset in the Catholic Fixed Asset Account.)

-7 New Account - HowDol? M _ O xl

Type  |Fired Asset =] Number  [1430-1 0K

Cancel
Mame IF'ru:u:essiu:unaI Crucifiq b et
™ Subaccount of I j Account is
inactive
Drezcription |
Mate I

Opening Balance I az of IDB” 5200 E
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m Select the Sub-account of checkbox then select the account from the Sub-account of drop-down list.

-7 Hew Account  HowDol? M _ O xl

Type  |Fived Asset j Murnber |1 4301 0K

Cancel
Mame IF'ru:u:essiu:unaI Crucifix Wt
¥ Subaccount of j — Account iz
< Add Mew »
Drescription |

1400 - Fixed Azzets Fised Azzet
Wote 1410 - General Fined dazet
I 1420 - Protestant Fised Azzet
1430 - Cathalicy, Fived Azzet

b

Opening Balance I az of IDB” 52001 E

m Enter any Description and Note as you wish. (This is optional information.)

-7 Edit Account w HowDol? M _ |10 xl

Type  |Fired Asset =] Number  [1430-1 DK

Cancel

M ame IP'ru:u:essiu:unaI Crucifis Account iz
ihactive

IV Subaccount of [1400- Fired Assels14... 7 |

Description IEIptiDnaI | nformation

MHaote I

[ pening Balance I az of Ingﬂ 5/2001 E
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m DO NOT enter an Opening Balance! This will be taken care of in the Journal Entry step.

-7 Edit Account w HowDol? M _ |10 xl

Type  |Fired Asset =] Number  [1430-1 DK

Cancel

M ame IP'ru:u:essiu:unaI Crucifis Account iz
ihactive

IV Subaccount of [1400- Fired Assels14... 7 |

Description IEIptiDnaI | nformation

MHaote I

[ pening Balance I R az of Ingﬂ 5/2001 E

m After you have entered all of the appropriate information, click OK to record the new account, or click Next to
record the new account and then enter another.

-7 Edit Account  HowDol? | _ O xl

Type  |[Fired Asset j Murnber I1 430.1

Cancel |

Mame IF'ru:u:essi-:unaI Crucifix Account iz

inactive

IV Subaccount of [1400 - Fived fssets 14... ¥ |

Drescription IEIptiu:unaI Information

Mate |

Opening Balance I az of Iﬂgﬂ B/2001 E
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All Fixed Asset Sub-Accounts in Example added to Chart of Accounts:

Tu Chart of Accounts w» HaowDaol?
@ | Mame £ | Type = B alance
+ 1030 - Cathalic: Bark EI.EIEI;|
17100 - Savingz Bark 0.0o
« 1110 - General Bank. 0.00
+ 1120 - Protestant Bark 0.0o
#1130 - Catholic: Bark 0.0o J
+ 1200 - Petty Cazh Bark 0.0o
+ 120 - Accounts Beceivable Accounts Beceivable 0.00
+ 1400 - Fixed Aszsets ixed Azzet
« 1410 - General Fived Azset 0.0o
« 14107 - Advent Wreath Fived Azzet 0.0o
«1410.2 - Olympusz Digital Camera Fied deget 0.00
+ 1420 - Protestant Fixed Azzet 0.0o
14207 - Choir Robes [37] Fived Azset 0.0o
+ 1430 - Catholic: Fived Azzet 0.0o
+1430.7 - Proceszional Crucifix Fied deget 0.00
+ 2000 - Azcounts Payable Arccounts Payable 0.00
& 2800 - [MPAC Credit Card 0.on
¢ 3000 - Opening Bal Equity E quity 0.00
+ 3900 - Retained Earnings E quity
+ 4000 - Reqular Cantributians Ihzome
+ 4100 - Dezsignated Contributions |nzome
+ 4200 - Organizational/dctivity Contrib Income ﬂ

Activiies ™ | Reportz ¥ | Show Al

Journal Entry for Asset Accounts

To Create a Journal Entry for Asset Account Opening Balances:
m From the Banking Navigator, click the Make Journal Entry icon.

Banking

Checks
_I (
Online ) -
Eanking i
5. - pr— —3
ﬂ Transter Funds Recancile
[eposit %

I:redlt Card
Charges
Check Make Jourpal Chart of Order
Reqister Entr Accaunts Checks

m Set the Date of the Journal Entry to the day before your Start Date. Press TAB. (Use TAB to move from
field to field when entering each account.)
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STARTING OUT Opening Balances / Asset Accounts
m In the Entry No. field, type in O.B. Asset (Opening Balance Asset).

EE General Journal Entry w HowDol? @ _|Of x
‘ﬁEreviDus lﬂﬂe:-:t ﬁF‘rinﬁ... u:hHistu:ur_l,l
Date  [07/31/2001 @]  Enty Mo [0B. Assef

Azcount Drehit Credit b emnio M arne Clazz

=
Save & Cloze Save & New Clear |
FREE TRIAL! Automate vour data backup with QuickBooks Online Backup Service.
m Inthe Account column of the journal entry click on the arrow to display a drop-down menu.
m In the drop-down menu, select the first asset account in the Worksheet.
EE General Journal Entry » HowDol? W _ O >
-ﬁEreviDus lﬂﬂe:-:t ﬁF‘rinﬁ... Qb Hizstaory
Date |EIF£31 J20m E Entry Mo, |III.EL Azzet

Aocount D ebit

Credit

< Add Mew »

L

1000 - Checking Bank LI
1010 - General Bark
1020 - Protestant Bark
1030 - Cathalic Bank Save & Close | Save &k New | Clear |

! 11E-||D-| 1 S?Er:agrliaral E:Et supplies quaranteed to work, with QuickBoaoks.
| — 1120 - Protestant Bark

1130 - Catholic Bank

1200 - Petty Cash Bank

1201 - Accounts Receivabl Accounts Feceivable

1400 - Fined Azsets Fined Aszet
14110 - General Fised Azzet

1401 - Advent Wre Fised Azeet
1410.2 - Qlpmpus Dic Fised Azzet
1420 - Protestant Fined Aegzet
1420.1 - Chair Robes Fised Azset
1430 - Cathalic: Fined Azzet
1430.1 - Procespiona Fined Asset -
L

m Tab over to the debit column to enter a debit balance or to the credit column to enter a credit balance.

Enter the amount as shown on your Worksheet, in the appropriate column — debit or credit. (This should be
identical to the information in the Trial Balance Report.)
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m Enter the amount of the debit or credit and tab until you get to the next line in the Account column.

EE General Journal Entry w HowDol? @ _ [Of x
ﬁEreviDus *ﬂext ﬁF‘rinﬁ... Eth Histary
Date IEI.'-"HS'I A2001 E Entry Ma. IEI.E. Azzet

Accaunt D ehit Credit kMermi M ame B Class

> |331.40

Save & Cloze | Save &k Hew | Clear |
FREE THIAL! Automate vour data backup with BuickBooks Online Backup Service.

m  You will notice that the amount entered on the first line shows up in the opposite column on the next
available line; this amount will be assigned after the last balance has been entered in the journal entry. Do
not alter this number.

EE General Journal Entry w HowDol? @ _|Of x
ﬁEreviDus *ﬂe:-:t ﬁ Frirt... Qb Hiztony
Date |EI?£31 200 E Enty Mo, |D.B. Azzet
Azcount Dehit Credit b emio M arne E Clagzz
1400 - Fixed A, 931.40 =

| -

Save & Cloze Save & New Clear |

FREE THIAL! Automate your data backup with BuickBooks Online B ackup Service.
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STARTING OUT Opening Balances / Asset Accounts

m In the Account column, choose the next asset account that appears on your Worksheet and enter the
balance in the appropriate debit or credit column.

EE General Journal Entip = HowDol? @ _|O) x
4@Previous EPMest 55 Print & Histary
Date IEI?..-'SUEEIEI‘I @ Entry Mo, II:I_EH_ Azzet
Account D ehit Credit
1400 - Fized A, 931.40

-

< Add Mew > -
1000 - Checking Bank _I
1010 - General Bank
1020 - F'ru:utes_tant Bank Save & Cloze Save &k New Clear |
] 116?3%;5;;2'3'"3 E::t supplies quaranteed to wark with QuickBooks.
== 1110 - General Bank
1120 - Protestant Bank
1130 - Cathalic Bank
1200 - Petty Cazh Bank
1201 - Accounts Receivabl Accounts Receivable
1400 - Fired Azsets Fived dezet
1410 - General Fined Azzet
1407 - Advent \Wie Fiked Agzset
1410.2 - Olyrpus Dic Fiked Agzzet
1420 - Protestant Fived dezet
14201 - Ehn:ni[:‘?n:nhes Fined Azzet
1430 - Catholic Fined Azzet
1430.1 - Processiona Fised Azset -
EE General Journal Entry * HowDol? @ _ O} x
%Ereviuus lﬂﬂext ﬁ Frir... Eth Histary
Date IEIF"HE'I A2001 E Entry Ma. IEI.E. Azzet
Account Debit Credit Mermo M arne Q Clazz
1400 - Fixed A... ) <
1400 - Five... [l 4 252 22 _ w7
Save & Cloze | Save &k Hew Clear |
FREE THIAL! Automate vour data backup with BuickBooks Online Backup Service.

m Repeat the above steps for each Asset account that shows up on your Worksheet. Do not include any
Bank accounts.

m  When all of the asset accounts and balances have been entered, tab to the last account field in the journal
entry, an amount should appear in either the debit or credit column on that last line. (This will most likely be
a credit.)

m In the account column, select the Opening Balance Equity account.
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STARTING OUT Opening Balances / Asset Accounts

m Click Save & Next to record this entry and to generate a blank journal entry screen, or Save & Close to
record the entry and close the journal entry screen.

EE General Joumnal Entry » HowDol? @ _|Of x
4@Previous EPMext &5 Print... & Histary

Date |IZI?£31 S2001 E Entry Mo, |III.B. Azzet

Account Drehit Credit b emo M ame E Clazs

1400 - Fixed Az, 931.40 -

1400 - Fived Az, 428222

1400 - Fixed Az o876

1400 - Fised Az 43399

3000 - Opening... B.47237 LI

Save & Cloze Save &r\New | Clear I

FREE TRIAL! Automnate your data backup with QuickBooks Online Backup Service.

NOTE: In order to increase the balance of an Asset Account the amount is entered in the debit column of
the journal entry; to decrease the balance the amount is entered in the credit column of the journal entry.
Asset account balances will normally show in the debit column. Contra-asset accounts, such as depreciation
will have balances in the credit column.
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STARTING OUT Opening Balances / Liability Accounts — IMPAC Credit Card

Liability Accounts — IMPAC Credit Card

The only liability account in the Chart of Accounts is the IMPAC Credit Card account. The Transaction Detail
by Account Report is used for entering the balances for the IMPAC Credit Card account from your old file.
Before entering any data into QuickBooks, complete the Starting Out Worksheet for liability — IMPAC Credit
Card Account.

Worksheet Tasks

Enter Worksheet Information:

m Enter the name of each IMPAC sub-account that will be used in the new data file. DO NOT enter any
Accounts Payable accounts that you may have. They will be entered in another section.

m Enter the Vendor Name in Purchased From, the Transaction Date and the appropriate Class.

m Enter the amount of the transaction. An amount charged will show as a negative amount in the Transaction
Detail by Account Report and entered in the Charge Amount column. A payment will show as a positive
amount and entered in the Credit Amount column.

Worksheet Example

In this example, there is an amount of $400.00 in the Parent Account (#2500 IMPAC). We will have to decide
what Sub-Account this will be tracked to in our new data file. In this example, the decision is made to track the
$400.00 to the cardholder, H. Lewis (sub-account 2510.1) in the 2510 General IMPAC account.

Liability Accounts — IMPAC Credit Card

IMPAC Purchased From Transaction Class Charge Credit
Sub-Account (Vendor Name) Date Amount Amount

2510 General IMPAC Officer’s Club 4/1/01 1-General 250.00

2510 General IMPAC: Care Notes 4/1/01 1-General 400.00

2510.1 H. Lewis

2520 Protestant Holmes Music 4/9/01 2- Protestant 36.00

IMPAC

2520 Protestant Worship Institute 4/9/01 2- Protestant 379.00

IMPAC

2520 Protestant Wholesale Florist 4/13/01 2- Protestant 500.00

IMPAC

2530 Catholic IMPAC Oregon Catholic Press 4/10/01 3-Catholic 75.43

2530 Catholic IMPAC Wholesale Florist 4/10/01 3-Catholic 500.00

2530 Catholic IMPAC Wholesale Florist 4/13/01 3-Catholic 124.50

Overview
The opening balance for this credit card will consist of any unpaid charges made on the card as of your Start

Date. If your last statement was paid in full and there have been no new charges on the card prior to your Start
Date, your opening balance will be $0.00 and you will not need to enter anything. If, on the other hand, there is
an outstanding amount due, that amount is your opening balance along with any new charges that have been
made prior to your Start Date.

If you had your IMPAC card set up in your old data file as a Credit Card account, the opening balance will show
on your Trial Balance Report. If you did not have your IMPAC card set up in your old data file as a credit card
account, you will need to look at your last unpaid credit card statement for your opening balance along with any
new charges that have been made prior to your Start Date.
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Due to the fact that this is an account that will be reconciled at a later date, each individual unpaid transaction
will need to be entered by denominational sub-account and cardholder.

IMPAC Account Numbers

Parent liability accounts may be added to the Chart of Accounts. Liability sub-accounts may be added to the
IMPAC credit card account. The added sub-accounts will have an account number defined by adding ten (10) to
the pre-existing IMPAC account number. Additional levels of sub-accounts will have an account number defined
by adding a decimal point and a number from one to ninety-nine, to the pre-existing sub-account number. This
will allow up to ninety-nine cardholder names to be added under each religious denomination IMPAC account.

It is suggested that sub-accounts be created under the denomination sub-accounts to identify the individual
cardholders making the purchase.

Example of IMPAC Sub-accounts:
2500 - IMPAC
2510 — General
2510.1 — Cardholder’s name
2520 — Protestant
2520.1 — Cardholder’s name
2530 — Catholic
2530.1 — Cardholder’s name

Adding IMPAC Credit Card Sub-Accounts

From the Worksheet, it will be obvious what additional IMPAC sub-accounts need to be added to the Chart of
Accounts in the Chaplain Service Data File. The only IMPAC account provided in the Chaplain Service Data File
is the main IMPAC Credit Card Account. There are no inactive liability accounts. The following instructions will
demonstrate how to add a sub-account for Catholic IMPAC using the criteria as the bank accounts.

To Add IMPAC Sub-Accounts to the Chart of Accounts:
m  Open the Chart of Accounts window (click the Chart of Accounts icon in the Company Navigator).

B N E

Business lpdate Company  Backup  Preferences Chartof
Services QuickBoaks  Center Accounts
Directory E
(Pl Ty

£ s =

i =

Reminders To-Dn's
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m Click on the Account button in the bottom left corner of the Chart of Accounts list. Select New to display
the New Account window.

n Chart of Accounts - HowDol? M_ Ol =
q ank, 0,00 S
eral 0.0o J
+ 1020 - Protestant Bark 0.0o
+ 1030 - Cathalic Bark 0.0o
« 1100 - Savings Bark 0.0o
+1110 - General Bark 0.0o
+ 1120 - Protestant Bank Q.00
+ 1130 - Cathalic: Bark 0.0o
« 1200 - Petty Cazh Bark 0.0o
+1201 - Accounts Receivable Accounts Receivable Q.00
« 1400 - Fixed Azzetz Fised Azzet B.472.37
« 1410 - General Fined Azzet 1.2658.75
« 14107 - Advent ‘Wreath Fined dszet 7h8.76
«1410.2 - Olprpusz Digital Camera Fixed dezet 49393
1420 - Protestant Fiwed Azset 4,282 22
¢ 14201 - Choir Robes [37] Fised Azzet 4,282.22
+ 1430 - Cathalic Fised Azzet 931.40
14307 - Proceszional Crucifis Fiwed Azset 931.40
+ 2000 - Accounts Payable Accounts Payable 0.0o
+ 2800 - [MPAC Credit Card Q.00
+ 3000 - Opening Bal Equity E quity B.472.37
#3900 - Retained E arningz E quity
« 4000 - Regular Contributions [ncome
+ 4100 - Dezignated Contributions Incorme d
Activiiezs ™ | Reports ™ [T Show Al

Edit Chil+E
Delete Crrl+D

Make Inactive
Show Al Accounts
v Hierarchical YWigw

Flat Yz

Use Ctrl+LJ
Eind Tranzactions in...

Print Lisgt... Ctrl+F
Be-zort List
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m Select the type of liability account you wish to create. (Credit Card, Other Current Liability, or Long Term
Liability)

-7 New Account  HowDol? | _ O xl

Type Credit Card M urnber I 0K

Bark
Accounts Receivable Cancel
Other Current Azzet
Fined bAsgzet B et
Other Asset —

Accounts Fayable pt I j r Account iz
M inactive
Other Current Liabili

Long Term Liability
E quity

Inzome

Cost of Goods Sald
Expenze

Other Income
Qther Expense

[ pefmyoa=EnTeE I az of IDE,-"] B/2001 E

m Enter the appropriate account number, account name, and additional information as needed.

7 Wew Account  HowDol? | _ O xl
Type | Credit Card ﬂ Murnber |253|:| oK
Cancel
MName [Catholic IMPAC Nest
[ Subaccount of | j A
inactive
Drezcription |

Card Mo |

Opening Balance | asof  [oans/2001 |
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m Select the Sub-account of checkbox then select the account from the Sub-account of drop-down list.

7 Wew Account = HowDol? | _ O xl
Type  |Credit Card =] Nurber  [2530 0K
Cancel
MName |Catholic IMPAC Nest
¥ Subaccount of j — Account iz
< Add Mew »
Drezcription |
2800 - [MPAC [+, Credit Card
My

Card Ma. |

Opening Balance I az of Iﬂgﬂ B/2001 E

m DO NOT enter an Opening Balance! This will be taken care of in the Journal Entry step.

7 Hew Account »* HowDol? @ _|O xl
Type  |Credit Card | Number  [2530 0K
Cancel
MName |Cathalic IMPAC Next
¥ | Subaceount of (2500 - IMPAC j e
inactive
Drezcription |

Card Mo, |

Opening Balance || R az of Iﬂaﬂ 5420 @

m After you have entered all of the appropriate information, click OK to record the new account, or click Next to
record the new account and then enter another.
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IMPAC Credit Card Opening Balances

To enter your IMPAC Card Opening Balances, you will need your last unpaid statement and receipts from any
charges made after that statement. Only include charges dated through the day before your start date. If you
had your IMPAC card set up as a credit card account in your old data file, this information will also be available
on the Transaction Detail by Account Report. Each individual credit card transaction must be entered in order
to reconcile the account later.

To Enter Credit Card Transactions:
m From the Banking Navigator, select the Credit Card Charges icon.

Banking Havigator

Banking

e

Checks
_I (]
Online y _
Banking {
4 _“: _.f —
ﬂ Transter Funds Reconcile
Deposit
L e
Credit Card
JLharges |

o

Check Make Journal Chart of Order
Reqgizter Enfry Scoounts Checks

m Look at the first transaction to be entered and determine which denomination and cardholder this should be

tracked to.
m Click on the drop-down arrow to the right of the Credit Card field and choose the appropriate sub-account.

¥_ Enter Credit Card Charges - H. Lewis * HowDol?

ﬁErevinus *ﬂe:-:t

Credit Card Jo#0 - IMPAC:2510 - General IM = | Endindglance 0.00
< Add Mew »

PulEhasq o500 IMpac Credit Card
2810 - General IMPAC — Credit Card
25101 - H. Lewiz Credit Card
™ Cred 2020 - Pratestant IMPAL Credit Card k

. atholic IMPAC  Credit Card

AMOUNT | 0.00
Mema I
J Expenses £0.00 ] Items $0.00 ]
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STARTING OUT

m Select a name from the Purchased From field. (If the name is not on the drop-down list, you can quick add
the name by typing in the name and pressing the [Tab] key or selecting <Add New> from the drop-down

Opening Balances / Liability Accounts — IMPAC Credit Card

list.)
®_ Enter Credit Card Charges - H. Lewis w How Do l?
4@Previou:  EP Mext
Credit Card |25EIEI- [MPAC: 2510 - General Ij Ending Balance 0.a0
Purchaszed From Care Motesd ~ | Fef Mo.
¥ Charge 0815 Catholic Mass CuztomernJob
= Credit 0900 Pratestant Service Custorer.Job
03945 Protestant Service Cusgtamer.)ob
1115 Cathalic M ass Custamer.)ob
1700 Catholic Mass CuztomerJob a0
1zt Cormmunian Custarner.)ob
= 1zt Aeconciliation Custamer.)ob
b ermo I Confirnation Custorner.Job
D'anatian Custamer.)ob
J Expenszes Easter Lilly Donations Customer.Job
[nity Service Custamer.)ob
Account outh Ministry Contract Custarner.)ob Clasz
kindy Trapp Wendor
MHarth Amernican Mizsion Board  Yendor
Oregon Catholic Preszs Wendor
Owen's Photography Wendor
“Wholezale Florist Wendor |
Officer Smith Other Hame -
Clear Splitz Fecalculate Save & Cloze Save &k New | Clear |
m Enter a reference number if needed.
NOTE: The Ref. No. field is most often used to track the Vendors bill number.
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Opening Balances / Liability Accounts — IMPAC Credit Card

Confirm the date is correct. The date MUST be the original date of the transaction and must be earlier than
your Start Date.

. Enter Credit Card Charges - H. Lewis

»* How Dol?

d@Previou: B Mest

Credit Card |25EIEI IMPAC 2810 - General Ij Ending Balance 0.00
Purchaszed From  Care Notes "’l Fef Mo, 1234
& Charge DATE 04/01/2001 |
i Credit A April - 2001 -
Su Mo Tu We Th Fr 5a
ThECT 'l 2 3 4 5 B 7
3 8 10 11 12 13 14| 20
15 16 17 18 13 20 21
b ema I 22 23 M 2 B 27 28
29 30
J Expenses $0.00 I ey
Account Amnount b emio Cuztomer.Job E Clazz
~|
Clear Splitz Recalculate Save & Cloze Save &k New | Clear |

Enter the total amount of the charge/credit in the Amount field and fill in the Memo field as needed.

. Enter Credit Card Charges - H. Lewis

* How Do l?

4@Previous P Nest

Credit Card |25EIEI IMPAC:2510 - General ... j Ending B alance 0.00

Purchased From  Care Notes v| Fief Wo, 1234

% Charge DATE 0440172001 |
& Credit

AMOUNT  400.00

b emo ITake a mema
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STARTING OUT Opening Balances / Liability Accounts — IMPAC Credit Card

m Select the Opening Balance Equity account under the Expenses tab in the lower half of the window and
enter the appropriate information in the Amount column. Do NOT use the original expense account!

¥_ Enter Credit Card Charges - H. Lewis » HowDol? W _ O >
ﬁEreviDus lﬂﬂe:-:t
Credit Card {2500 - IMPAC: 2510 - General Ij Ending Balance 0.00
Purchazed From  Care Notes ~ | Flef Mo, 1234
& Charge DATE 04/01/2001 |
& Credi
AMOUNT | 400.00

Memo  [Take a memo

J Expenses $400.00 ] Items $III.IIIIIII

Aooount Armounk kemo Customer.Job E Clazs
{3000 - Opening Bal = 400.00 - il

£ 3000 - Opening Bal Equity
2900 - Retained Eamings Equity k
4000 - Regular Contribution [hcome
4100 - Dezighated Contribu [ncome
4200 - Organizational Aty Income

4300 - Interest Income Income
4400 - Other Income Inzome
G000 - “worship & Religious  Espenze LI
L] E010 - Ervvironmment Expenze
Eg%g . w&;r;hups E:Eg:gg ve i Cloze Save k New | Clear |
| — B040 - Liturgy Supplies  Expenze
GOS0 - Equipment Expenze
BOG0 - Supplies Expenze
E100 - Counseling % Spirtu: Expensze
E150 - Equipment Expenze
6190 - Other Expenze

G200 - Paztoral Visitation  Expense
E210 - Pastoral Literature Expenze
6260 - Supplies Expense -

m Inthe Memo field, enter O.B. (Opening Balance) and choose the appropriate Class.

J Expenses $400.00 [ ltems $0.00 |
Aocount Armounk kemo Customer.Job E Clazs

3000 - Opening B... ™| 400.0010.B. il 1-General = |-
< Add Mew »
2-Protestant %
3-Catholic
4-lewizh

Clear Splitz Fecalculate Save & Cloze Save &k Hew | Clear |
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STARTING OUT Opening Balances / Liability Accounts — IMPAC Credit Card

m  While entering the detail information, if you want to start over, click the Clear Splits button. If you find the
detail information does not add up to the same amount as the total, QuickBooks will not record the
transaction. If the detail amount is correct, you can click the Recalculate button.

J Expenses $400.00 [ ltems $0.00 |
Account Arnount Memo Cuztomer.Job E Clazz
3000 - Opening Bal E. .. 400.00(0.8. 1-General -

El

Save & Cloze Save & MNew | Clear |

m After you have entered the credit card charge correctly, click the Save & Close button to record the charge
or click the Save & New button to record the charge and enter another.

¥_ Enter Credit Card Charges - H. Lewis * How Do|?
d@Previous =P Nest
Credit Card |25EIEI IMPAC: 2510 - General Ij Ending Balance 0.00
Purchaszed From  Care Naotes - | Fef Mo, 1234
% Chage DATE 04/01/2001 |
& Credit
AMOUNT  400.00

kema |Take a memo

J Expenses $400.00 ] Ibems £0.00 ]
Account Amount bl e Cuztomer.Job E Clazs
3000 - Opening Bal E ... 400.00|0.8. 1-General =

Clear Splits Recalculate Save & Close | i 5y

Continue until all unpaid IMPAC charges have been entered. Check the total against your Trial Balance
Report.
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STARTING OUT Opening Balances / Income Accounts

Income Accounts

The Trial Balance Report and the Denominational Income & Expense Report are used for entering the
balances for the Income Accounts from your old file. Before entering any data, complete the Starting Out
Worksheet for income accounts.

IMPORTANT NOTE: If you chose a Start Date of October 1, 2001, this is the beginning of your Fiscal Year.
No Income or Expense Account Opening Balances will need to be entered, as those amounts are $0.00 as of
October 1st.

Worksheet Tasks
Enter Worksheet Information:

m Enter the name of each income account from the Trial Balance Report from the Old Data File.

m [fitis necessary to have any account tracked as a different account in the new Chart of Accounts, enter the
old and new name. Enter the appropriate parent account name.

m Enter the Class from the data in either one of these reports. If neither report shows the denomination that
the income was tracked to, you must determine the proper denomination from other records that were kept.
If there are no records, enter the income into the General Class.

m Select the appropriate debit or credit column and enter the amount. The trial balance report will indicate

whether the balance is a debit or credit. Income is normally a credit balance. A debit balance would indicate
a contra-income account and would show as a negative amount on the Denominational Income &
Expense Report.

Worksheet Example
In this example, there are no sub-accounts to be added.

Income Accounts

Parent

Old Name New Name Account Class Debit Credit

4000 Regular
4000 Regular Contributions Contributions Protestant 2,500.00

4100 Designated
4100 Designated Contributions | Contributions Protestant 300.00
4200 Organizational/ Activity 4200 Organizational/ Protestant 422.00
4300 Interest Income 4300 Interest Income Protestant 52.00

Adding Income Sub-Accounts
From the Worksheet, it will be obvious what income sub-accounts need to be added, if any, to the Chart of
Accounts in the Chaplain Service Data File. There are no inactive income accounts.
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To Add Income Sub-Accounts to the Chart of Accounts:
m  Open the Chart of Accounts window (click the Chart of Accounts icon in the Company Navigator).

Opening Balances / Income Accounts

Company

Related Activities

@f{) Give Uz Feedback...

Q Q&

q’if Create ‘web Site...

Business lIpdate Campan Backu Preferences Chart of .
Services anEkEiunks Eeﬁte:}" 2 Aecounts A wiite Letters...
Directory
\[F_nﬁ @ Synchronize Contacts. .
lllllﬁl-..-. _U_.a-
-..?_J s i______ Income and Expense Graph...
Reminders To-[o's

m Click on the Account button in the bottom left corner of the Chart of Accounts list. Select New to display

the New Account window.

T Chart of Accounts * HowDol?
--
+ 1000 - Checking
+ 10110 - General B ank EI.EIEI _l
+ 1020 - Protestant B arik .00
+ 1030 - Catholic Bank n.on
+ 1100 - Saving: B arik .00
1110 - General B arik .00
+1120 - Protestant Bank Q.00
+ 1130 - Cathalic B arik .00
« 1200 - Petty Cazh B arik .00
+ 1201 - Accounts Receivable Accounts Aeceivable .00
+ 1400 - Fixed Azsets Fised Azzet .00
+ 1410 - General Fixed Azset .00
+ 1420 - Protestant Fixed Azzet .00
+ 1430 - Cathalic Fised Azzet .00
+ 2000 - Azcounts Payable Accounts Papable .00
+ 2800 - [MPAC Credit Card n.on
+ 3000 - Opening Bal Equity E quity Q.00
+ 3900 - Retained Earnings E quaity
+ 4000 - Regular Contributions [hizome
+ 4700 - Designated Contributiong [hizome
+ 4200 - Organizational/Activity Contib Income
#4300 - Interest Income |hizome j
d Activities = Reparts = [T Show al
Edit ! Clrl+E
Delete Ctrl+[r
Make Inactive
Show All Accounts
v Hierarchical Yiew
Flat "z
Usze Ctrl+LI
Eind Tranzactions in...
Print Ligt... Ctrl+F
Be-zort List
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STARTING OUT Opening Balances / Income Accounts

7 Mew Account » HowDol? @ _ |0 xl

Lo [T - Number | oK

Cancel
M ame | Mest
™ Subaccount of | j Account is
inactive
Drezcription |

Bank Acct. Mo, |

Opening Balance | asof  [oan5/2001 |

m Select Income as the type of account you wish to create.

-7 Hew Account _ O] |
Tupe |ncome - MHurnber I 0K

Bank

Azcounts Receivable Cancel
Other Current Azset

Fined Azset Hext
Other Azzet —
Accounts Pavable of I j Account i
Credit Card inactive

Other Current Liabiliby
Long Term Liability

E quit
Cost of Goods S%

Expenze
Qther Income
Qther Expensze

m Enter the appropriate account number, account name, and additional information as needed.

Select the Sub-account of checkbox then select the account from the Sub-account of drop-down list.

m After you have entered all of the appropriate information, click OK to record the new account, or click Next to
record the new account and then enter another.

NOTE: There are no Income Sub-Accounts added to the Chart of Accounts as part of this exercise.
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Income Account Journal Entry

To Create a Journal Entry for Income Account Opening Balances:
m From the Banking Navigator, click the Make Journal Entry icon.

Banking

Checks
_I (
Online ) -
Eanking {
5. - pr— —
ﬂ Transfer Funds Recancile
[eposit %
I:redlt Card
Charges
-“-_I _;'h"'- . F
Check Chart uf ‘ Order
Reqister A ccounts Checks

Set the Date of the Journal Entry to the day before your Start Date. Press TAB. (Use TAB to move from

field to field when entering each account.)
m In the Entry No. Field, type in O.B. Income (Opening Balance Income).

kg General Journal Entry w HowDaol? |l _|O) >
d@Pwevious EPNext 5 Print... &4 History
Date |III?£31 J20Mm E Entry Mo, |EI.E!. Income

Account D ebit Credit M erno M arne Clagz

Save & Close Save &k New Clear |

TurbaT ax can help you zave bime and money.

m Inthe Account column of the journal entry click on the arrow to display a drop-down menu.
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m In the drop-down menu, select the first income account in the Worksheet.

EE General Joumnal Entiy |_ O] =]
4@Peviou: EpMext 5 Print. 8 Histary
Date |EI?£31 42001 @ Eritry Mo, |III.B. Income
Account Dehit Credit
4000 - Regul =

3000 - Opening Bal Equity  Equity

3900 - Retained Eamingz  Equit
< 4000 - Beqular Caontribution |hcome
4100 - Dezighated Contribu [ncome
4200 - Organizational Aty Income
4300 - Irterest Income Incorme Save & Cloze | Save & New | Clear |
4400 - Other Income Inzome

4 BO00 - “Warzhip & Relgious Expenze
— E100- Counseling % Spirtu: Expenze
B200 - Pastoral Visitation  Expenze
6300 - Contingency Ministy Expense
B400 - Religious Instruction Espense
ER00 - Group Care & Renev Expenze
EBO0 - Cluality of Life Conce Expenze
G700 - Lay Programs Expenze
G300 - Humanitarian Expenze
E900 - Financial Program 5. Expenze
F000 - Cararmunity Obzervar Expense
7100 - Public: Relations Expenze
7200 - Mizcelaneous Expenze -

m Tab over to the Debit column to enter a debit balance or to the Credit column to enter a credit balance.
Enter the amount as shown on your Worksheet, in the appropriate column — debit or credit.

kg General Journal Entry » HowDol? @ _|O) >
ﬁEreviDus lﬂﬂe:-:t ﬁF‘rinﬁ... Qh Hiztary
Date |III?‘.-’31 J20m @ Entry Mo, |III.E. Income
Account Debit Credit b emo M ame il Class
4000 Reg.. B
Save & Cloze | Save &k Hew | Clear |

TurboT ax can help you save time and money.
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m Tab to the Class column and select the correct denomination as indicated on the Worksheet.
EE General Journal Entry  HowmDol? @ _ O] x
%EIEViDUS lﬂﬂe:-:t ﬁF’rin!... Qb Hiztony
Date |D?£31£2EIEI1 E Entry M. ID.B. Imzorme
Aocount D1 ehit Credit b emo I arme = Clazs
v v 2-Prot = [~
< Add Hew »
1-General
« 2-Proteztant
F-Catholic
Save & Cloze Save &k New FEVE |
Build a professional Web site in five easy steps.

m Tab to the next line in the Account column. You will notice that the amount entered in the first line shows
up in the opposite column on the next available line; this amount will be assigned after the last balance has
been entered in the journal entry. Do not alter this number.

EE General Journal Entry * HowDol? N _ (O] =
4@Previou: EPMewt £ Frint & Histary
Drate |EI?H31 A2001 @ Entry Mo |III.E. Incanme

Account Debit Credit b emo Mame E Clazz
4000 - Regular... 250000 2Prot... =

-

Save & Cloze Save & New Rewvert |

Build a profeszional “Web site in five easy steps.
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m In the Account column, choose the next income account that appears on your Worksheet. Enter the
balance in the appropriate debit or credit column, and the denomination in the Class column.
kE General Journal Entry » HowDol? @ _ O x
4@ PFreviou: EPMext ZHPrint. 8 Histary
Date |III?£31 J20m E Entry Mo |III.E. Income
Account Debit Credit bl emo Mame E Class
4000 - Reqgular... 2.800.00 2Pt =~
b bl 2-Prat =
< Add Mew >
-Eeneral
Save & Close Save & Hew Eﬂt h
Build a professional 'Web site in five easy steps.
m Repeat the above steps for each income account that shows up on your Worksheet.
m  When all of the income accounts and balances have been entered, tab to the last account field in the
journal entry, an amount should appear in either the debit or credit column on that last line.
m In the account column, select the Opening Balance Equity account.
EE General Journal Entry * HowDol? N _ (O] =
4@Previou: EPMewt L5 Frint &y Histary
Drate |EI?£31 A2001 @ Entry Mo, |III.EL Income
Account D ehit Credit bl o MHame E Clasz J
4200 - Organiz... 42200 2-Prat... =~
4300 - Interest ... 52.00 1-Gen...
3000 - Openi > - -
3900 - Retaned Eamnings Equity
4000 - Regular Contribution 1hecome S ave & Cloze Save &k New Eevert
4100 - Dezignated Contribu 1ncome — —
4200 - Qrganizational/&ctiy Income
4300 - |nterest Income Income
| 4400 Other Income Income
BO00 - YWaorship & Religiouz  Expenze
B0 Ervironment Expenze
B020 - Workshops Expenze
B30 - bMusgic Expenze
G040 - Liturgy Supplies  Expense _|
E050 - Equipment Expenze
BOEN - Supplies Expense
E100 - Coungeling & Spirtu: Expense
E150 - Equipment Expenze
E190 - Other Expenze
E200 - Paztoral Visitation  Expenze
G210 - Pastoral Literature ERpenze
E2E0 - Suppliez Expenze -
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Opening Balances / Income Accounts

Click Save & Next to record this entry and to generate a blank journal entry screen, or Save & Close to
record the entry and close the journal entry screen.

EE General Journal Entry

= HowDol? @ _|Of =
4@Previous EPMNext o Print... &4 Histary
Date |III?£31 22001 @ Entry Mo, |EI.E=. Income
Aocount Dehit Credit kemo M ame E Clazz J
4200 - Organiz... 422.00 2Pt =
4300 - Interest .. 52.00 1-Gen...
3000 - Openin... 3.274.00
Save k Mew | Fevert |
Build a profeszional Web site in five eazy steps.

NOTE: In order to increase the balance of an income account the amount is entered in the credit column of

the journal entry; to decrease the balance the amount is entered in the debit column of the journal entry.
Income account balances will normally show in the credit column.
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Expense Accounts

The Trial Balance Report is also used for entering the balances for the Expense Accounts from your old file.
Before entering any data into the New CS Data File, complete the Starting Out Worksheet for Expense
accounts.

IMPORTANT NOTE: If you chose a Start Date of October 1, 2001, this is the beginning of your Fiscal Year.
No Income or Expense Account Opening Balances will need to be entered, as those amounts are $0.00 as of
October 1st.

Worksheet Tasks

Enter Worksheet Information:

m Enter the name of each expense account from the Trial Balance Report from the Old Data File.

m [fitis necessary to have any account tracked as a different account in the new Chart of Accounts, enter the
old and new name. Enter the appropriate parent account name.

m Enter the Class from the information in either one of these reports. If neither report shows the denomination
that the expense was tracked to, you must determine the proper denomination from other records that were
kept. If there are no records, enter the expense into the General Class.

m Select the appropriate debit or credit column and enter the amount. The Trial Balance Report will indicate
whether the balance is a debit or credit. Expense is normally a debit balance. A credit balance would
indicate a contra-expense account and would show as a negative amount on the Denominational Income
& Expense Report.

NOTE: If expenses were tracked to denominations using Classes in the previous data file, check the
Denominational Income & Expense Report to determine the Class for each entry on your Worksheet. If
different Classes were used in one transaction, such as a Check written with the purchase split between
different denominations, the split amounts will be shown on the Denominational Income & Expense

Worksheet Example

In this example, there are some accounts that retain the same number as in the previous data file, and some
that have new numbers. The numbering is based on the criteria described in Account Numbers. Also, please
notice the 2nd and 4th entries are split amounts for different denominations in one transaction. (You may or may
not have this situation.)

Expense Accounts

Old Name New Name Parent Account Class Debit Credit

6000 Worship & 6010 Environment 6000 Worship & Religious
Religious Observance Observance Catholic 124.50
6010 Environment 6010 Environment ?)%(‘)9% nl/l/;,;\zglp & Religious Catholic 500.00
Protestant 500.00

6060 Workshops 6020 Workshops 6000 Worship & Religious
Observance Protestant 379.00
6040 Music 6030 Music g(z)(;(; :/Vao,;zglp & Religious Catholic 75.43
Protestant 36.00

6020 Liturgy Supplies 6040 Liturgy Supplies 6000 Worship & Religious
Observance Catholic 874.50

6000-1 Equipment 6050 Equipment 6000 Worship & Religious
Observance General 537.00
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STARTING OUT

Adding Expense Sub-Accounts
From the Worksheet, it will be obvious what additional expense sub-accounts need to be added, if any, to the
Chart of Accounts in the New CS Data File. There are no inactive expense accounts.

Opening Balances / Expense Accounts

NOTE: Only expense sub-accounts may be added. Do not add or change the main expense accounts
provided in the Chart of Accounts.

To Add Expense Sub-Accounts to the Chart of Accounts:
m  Open the Chart of Accounts window (click the Chart of Accounts icon in the Company Navigator).

Mavigators «

Company

Related Activities

@f;;. Give s Feedback. ..

P s

Business LIpdate Carnpan Backu Preferences Chart of .
Services  QuickBooks Center’ F areounts | | A wiite Letiers..
Directory
H[F_hp @ Synchronize Contacts. .
o Py
8y 2T i______ Income and Expense Graph...
Reminders Ta-Dn's

q’if Create ‘web Site...

Custornize | Help | _|

Wiewy W

Amount

Reminders Overview

Fefresh

Due Date Description
—lAlertz [1]

Memorized Reports _Help

|Cumpany j

Manage pour receivables

Dizplay Alerts Manager

Company Solutions

FREE! Get the first 30 days free when you sign up for
[uickBooks Online Backup Service.

Create a professional Web site for your company.

Locate an Intuit-certified accounting professional.

Balance Sheet
Prafit & Logs
Statement of Cash Flows

Display or Print this Group

Memaonzed Report List
Report Finder
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STARTING OUT Opening Balances / Expense Accounts

m Click on the Account button in the bottom left corner of the Chart of Accounts list. Select New to display
the New Account window.

Chart of Accounts = HowDol?
-

4+ 1 EI'I n- General Bank ) _I
+ 1020 - Protestant B arik .00
+ 1030 - Cathalic: B arik .00

« 1100 - Savingz B arik .00
+1110 - General Bank Q.00
+ 1120 - Protestant B arik .00
#1130 - Catholic: B arik .00

+ 1200 - Petty Cazh B arik .00

+ 12071 - Accounts Receivable Accounts Recervable n.on

+ 1400 - Fixed Azsets Fived Azzet .00
1410 - General Fixed Azzet .00
+1420 - Protestant Fined bazet 0.0
+ 1430 - Cathalic Fised Azzet .00

& 2000 - Accounts Payable Accounts Papable .00

+ 2800 - [MPAC Credit Card 0.0

+ 3000 - Opening Bal Equity E quity n.on

+ 3900 - Retained Earnings E quity

+ 4000 - Regular Contributions [hizome

+ 4700 - Designated Contributiong [hizome

+ 4200 - Organizational/Actirvity Contib Income

#4300 - Interest Income |hizome j

Account il Activiies ¥ | Reports v [T Show Al

Edit ! Clrl+E

Delete Chrl+Dr

m Select Expense as the type of account you wish to create.

7 Wew Account = HowDol? | _ O xl
Tupe M urnber I OE

Eank

| Accounts Receivable Cancel
Other Current Azzet
Fixed Aszet Hext
Other Azzet
Accounts Payable pf I j Account iz
Credit Card inactive

Other Current Liability
Lang Termn Liabilitg
Equity

Income

Cozt of Goods Sold

Other Income
Other Expense
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STARTING OUT Opening Balances / Expense Accounts

m Enter the appropriate account number, account name, and additional information as needed.

-7 Hew Account  HowDol? @ _ |0 xl
Tupe I Expenze j Mumber IEI:rI 0 (1] 4
Cancel
Mame IEnvirnnment Nest
[ Subaccount of j R
inactive
Diescription |

[ ote |

m If the account is a sub-account, select the Sub-account of checkbox then select the account from the Sub-
account of drop-down list.

71 Hew Account w HowDol? [ _|O) x |
Tvpe |E:-:pense ﬂ M urnber IEEI'I 1] 0K
Cancel
Mame |Envirnnment Mt
¥ Subaccaunt of [E000 - worship & Feligio = | — Account is
< Add Mew >
Dezcription |
-+ BO0O - “worzhip & Beligiovs Expenze
Mote E100 - Counzeling & Spintks Expense
I 6200 - Paztoral Vizitation  Ewmpense

G300 - Contingency Ministy Expense
E400 - Religious [nstruction Expense
ER00 - Group Care & Renev Expense
BEOD - Quality of Life Conce Expense
G700 - Lay Programz Expenize
E200 - Humanitarian Expenze
E300 - Financial Program Su. Expense
F000 - Community Obzervar Expense
7100 - Public: Relations Expenize L
7200 - Mizcelaneous Expenze
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STARTING OUT Opening Balances / Expense Accounts

m After you have entered all of the appropriate information, click OK to record the new account, or click Next to
record the new account and then enter another.

7 Wew Account  HowDol? M _|Of > |
Type |E:-cpense j Murnber IEEI'IIII 0K
Cancel
Mame IEnvirnnment Nest |
I Subaccount of [F000 - worship & Religio ¥ | Account is
inactive
Drezcription |

M ate |

Expense Account Journal Entry
To Create a Journal Entry for Expense Account Opening Balances:
m From the Banking Navigator, click the Make Journal Entry icon.

Banking

Checks
_I |
Online y _
Banking !
] = — —
ﬂ Transfer Funds Reconcile
Deposit %‘:
Eredlt Card
Charges
.,.._I e
Check Chart nf ‘ Order
Reqgister Accounts Checks

m Set the Date of the Journal Entry to the day before your Start Date. Press TAB. (Use TAB to move from
field to field when entering each account.)
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STARTING OUT Opening Balances / Expense Accounts
m In the Entry No. Field, type in O.B. Expens (Opening Balance Expense).

= HaowDol? W _|[O) >

EE General Journal Entrp

4@Pieviou: EPMNext < Print & Hiztary
Date  [07/31/2001 E Entry No. [0.5. Expens

Account D ehit Credit b o Mame Clazs

Save & Cloze Save &k New Clear |

< Get answers bo your QuickBooks guestions anytime -- day or night - a3 a Premier Plan memberl

m Inthe Account column of the journal entry click on the arrow to display a drop-down menu.
m In the drop-down menu, select the first expense account in the Worksheet.

EE General Journal Entry = HowDol? @ _|O) x

4@ Pievious EpMNext Pt & Histary
Date |IZI?.-’31 220 @ Entry Ma. |III.E=. Expens

Dbt Credit

Account
BO00 - Warshi *
4000 - Reqular Contribution Incaome

4100 - Designated Contribu Income
4200 - Organizationaldctiv Ihcome

4300 - Interest |ncome Income
4400 - Other Income Income
G000 - “Warship & Relgous  Expenze Save & Close | Save & New | Clear |

G010 - Emviranment Erpenze k

B020 - W orkshops Expense flay or night -- az a Premier Plan member!

= G030 - Music Expenze
B040 - Liturgy Supplies  Expense
GOS0 - Equipment Experize
G060 - Supplies Experize

B100 - Counseling & Spiritu: Expense J
E150 - Equipment Expenze
61490 - Other Experize

G200 - Paztoral Vizitation  Expenze
E210 - Pastoral Literature Expense

E260 - Supplies Expenze
B300 - Contingency Ministy Expense
G370 - Services Expenize -
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m Tab over to the debit column to enter a debit balance or to the credit column to enter a credit balance.
Enter the amount as shown on your Worksheet, in the appropriate column — debit or credit.

EE General Journal Entry  HowDol? W _|O) x
ﬁErevinus lﬂﬂe:-:t ﬁF‘rinﬁ... Eth Hiztary
Date IEIF"HS‘I 2001 E Entry Ma. IEI.E. Expens
Account D ehit Credit b erno Marne i Class
- [ 24.50

Save & Close | Save & New | Clear |

< Get answers bo vour QuickBooks questions anylime -- day or night - as a Premier Plan member

m Tab to the Class column and select the correct denomination as indicated on the Worksheet.

EE General Journal Entry w» HowDaol? |l _|O) =

ﬁEreviDus ﬂﬂe:-ct ﬁ Frint... El:i'_-. Histary

Date |IZI?£31 2001 E Entry Mo |III.B. Expens

Account D ebit Credit b ermo M ame = Clazz
- 3 [EEE
< Add Mew »
1-General
Z2-Protestant
Save & Cloze Save &k Hew | CIEaT T b
Build a professional Web site in five easy steps.

m Tab to the next line in the Account column. You will notice that the amount entered in the first line shows
up in the opposite column on the next available line; this amount will be assigned after the last balance has
been entered in the journal entry. Do not alter this number.

EE General Journal Entry » HowDol? W _|Of =

4@Pieviou: EPNext <5 Print... & History
Date |III?£31 2001 E Entry Mo, |III.E. Expens
Account D ehit Credit M emo Mame E Clazs
G000 - “wforshi... 124,50 ICath... =

I Mt

Save & Close Save & New Clear |

Build a professional ‘Web site in five sasy steps,

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services <4 90 »




Reference Guide
HI| Contents |I[Terminology|IHINIBIEINININININININININININI

STARTING OUT Opening Balances / Expense Accounts

m In the Account column, choose the next expense account that appears on your Worksheet. Enter the
balance in the appropriate debit or credit column, and the denomination in the Class column. (In this step,
we have split the $1,000.00 expense between two different denominations and that shows as two lines in
the Journal Entry.)

EE General Journal Entry * HowDol? W _ O >
{@Previou: EPMest < Frint & Histary
Date |IZI?£31 A0 @ Entry e, |III.E. Expens
Account Debit Credit b emo Mame E Clazz
G000 - wWorshi... 124.50 JCath... =
BO00 - wWorshi... A00.00 3A-Cath...
BO00 - "wor... [l 500,00 _ 2-Prat j
< Add Mew »
Save & Cloze | Save & Hew I -General
+ 2-Protestant
Build a professional *Web site in five easy steps. J-Catholic h

m Repeat the above steps for each expense account that shows up on your Worksheet.

m  When all of the expense accounts and balances have been entered, tab to the last account field in the
journal entry, an amount should appear in either the debit or credit column on that last line.

m In the account column, select the Opening Balance Equity account.

EE General Journal Entiyp w HowDol? |l _|Of %

4@Pieviouz EPMext £ Frint 8 Histary
Date |EI?£31£2EIEI1 @ Entry Ma. |III.B. Expens

Account Dehit Credit Memo M ame E Clazz J

7100 - Public ... g20.00 1-Gen...

7200 - Miscella... 93.00 1-Gen...

3000 - Openi = b -
1430 - Catholic Fixed Azzet - -
14301 - Processziona Fised Azzet
2000 - Accounts Papable  Accounts Payable S ave & Cloze Save & Hew Bevert
2800 - IMPALC Credit Card — —
2810 General IMPAC  Credit Card
2820 - Protestant IMPAL Credit Card
2530 - Cathalic [MPAC  Credit Card

- Retained Eamings  Equity _I
4000 - Regular Contribution Income

4100 - Dezighated Contribu Ihcome
4200 - Organizational Aot Income

4300 - Interest Income Income
4400 - Other Income Income
BO00 - YWorship & Religious  Expense
EO0 - Environment Expenize
B020 - wWorkshops Expenze
BO30 - Muszic Expenze
EO040 - Liturgy Suppliez  Expenze
EOG0 - Equipment Expenze -
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STARTING OUT

Opening Balances / Expense Accounts
]

Click Save & Next to record this entry and to generate a blank journal entry screen, or Save & Close to
record the entry and close the journal entry screen.

EE General Joumnal Entry M=l E3
ﬁEreviDus *ﬂe:-:t ﬁ Frint... Qb Hiztony
Date |EI?£31 A20m E Entry Ma. |EI.E€. Expens

Account Dehit Credit b emio M arne @ Clagz
7100 - Public ... 820,00 1-Gen.. =
7200 - Miscella... 99,00
3000 - Openin...

1-Gen...

Build a professional “Web site in five sazy steps,

NOTE: In order to increase the balance of an expense account the amount is entered in the Debit column

of the journal entry; to decrease the balance the amount is entered in the Credit column of the journal entry.
Expense account balances will normally show in the debit column.
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STARTING OUT Opening Balances / Bank Accounts

Bank Accounts

At this time we will be entering the detail of each bank sub-account including the cleared balance and the
outstanding checks and deposits that have not yet cleared. The opening balance for your bank accounts will not
be entered through a General Journal Entry as the previous account balances have been. The opening balance
will be entered first and then the outstanding checks and deposits will be entered. This will bring the balance of
the account in the new data file to match your current checkbook balance. The last bank statement before your
start date, the Trial Balance Report, the list of un-cleared transactions (Transaction Detail by Account
Report) and a calculator are needed to complete this task.

First, the correct opening balance for each sub-account must be determined. The Trial Balance Report
indicates the correct balance of each sub-account including all cleared and un-cleared transactions as of the
date selected. The Transaction Detail by Account Report lists all the un-cleared transactions for each Bank
sub-account. In order to determine the opening balance for the individual Bank sub-accounts, subtract the total
of the un-cleared transactions for each sub-account from the balance shown in the Trail Balance Report for that
sub-account.

Worksheet Example

This example is for the checking accounts. Notice that when the un-cleared transactions have withdrawals,
transfers out, or checks written that exceed the deposited amounts, the figure entered will be negative and that
amount is added.

Opening Balance Calculations — Bank Sub-Accounts

Account Balance Total of Un-cleared Opening

Sub-Account from Trail Balance - Transactions Balances
# _1010 General 2,000.00| - 2,000.00 0.00
# 1020 Protestant 2,774.00| - 2,774.00 0.00
# _1030 Catholic 8,375.00 | - -1,625.00 10,000.00
# _1040 Jewish 1,110.00| - -890.00 2,000.00

TOTAL OPENING BALANCES 12,000.00

These amounts
MUST be the same! 12,000.00

BANK STATEMENT BALANCE

Enter Opening Balances
Select one of the Checking sub-accounts (General, Protestant, Catholic, etc.), or one of the Savings sub-
accounts. The following steps describe the entry for the Catholic Checking sub-account.
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To Enter the Opening Balance:
m Select Check Register from the Banking Navigator.

B anking Mavigator _ O]

Banking Mavigators

; Related Activities

Checks (B Create a New Account..

é Prirt Checks...

0nline . ~
Banking ! =
ﬁ_ —_— ;11 ‘___’ Set Default Account Preferences. .

ﬂ Tranafer Funds REERE F};} Mizzing Check Report...
Deposit %_' Memorized Reports  _Help
Eredlt Card
charees Banking =l
i g :? fé"; % ? |
Make Journal  Chart of ‘ ard Check Detail
ake Journa art o rder ) .
Entfry Aceounts Checks Deposit Detail

m Inthe Open Check Register window, choose the appropriate bank account in the Select Account field.
Open Check Register
Select Account (1000 - Checking: 1030 - Ca j
1000 - Checking Bank
0K 1010 - General Bank
1020 - Praotestant Bank.
§ 1030 - Catholic:
1100 - Savingz k Bank
1110 General Bank
1120 Protestant Bank
1130 - Catholic Banlk
1200 - Petty Cazh Bank
m Click OK to display the bank account register.
Open Check Register

Select Account ||'I 000 - Checking:1030 - Ca j

0K ’}J Cancel |

m The date field should be highlighted in the first blank line of the register.
m Change the date to the day before your start date.
m Tab to the Deposit field.
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m Enter the amount that appears in your worksheet as the Opening Balance for this sub-account.

& 1000 - Checking:1030 - Catholic w* How Do |?
g Goto... ﬁ Prirt... @ Edit Tranzaction Quickﬂepnrt
Date M urnber Papes Pavrnent f Depiozit Balahce
Type Accaunt | Mermo
073122000 BYNumber [|Paves * l|Pavment 10,000.00
DEP Acoount LI kdemo

Splits | E nding balance 0.og

[T 1-line
Sotby | Date, Type, Numl:uer.-’Fielﬂ Record Restare

< Send a free trial copy of QuickBooks to your friends and collzagues!

m Tab to the Account field.
m Select the Opening Balance Equity account from the drop-down menu.

& 1000 - Checking:1030 - Cathohc = How Daol?
% Goto... @ Print... @ Edit Tranzaction Q_uickﬂepurt
[ ate Murnber FPapee Paurnent J D eposzit Balahce
Type Account | blemo
074312001 Bl Hurmber |F'al,lee > ||Favment 10,000.00
TRAMSFR) 3000 - Opening BEalE | b ernio
1420 - Protestant Fixed Aszet -
14201 - Chair Robes Fixed Asset
1430 - Catholic Fived Aazet
14301 - Processiona Fided Azset
2000 - Accounts Payable  Accounts Payable
2500 - IMPALC Credit Card
2010 General IMPAC  Credit Card
2520 - Protestant IMPAL Credit Card

2530 - Cathalic IMPAC Credit Card

Splits | + 3000 - Opering Bal Equity  Equity N Ending balance 0.00

3900 - Retained Eamings Equity

™ 1Line 4000 - Reqular Contribution | nicanme
Sort b 4100 - Desgnated Contribu [ncome
e IDate, Tvpe. Numbl 4200 - Organizational/Activ Incame Record Restore
p . 4300 - Interest Income | Fizome
> Jend a free bial copy of C 4400 - Other Income | mizome
E000 - “worzhip & Religious Ewxpenze
G010 - Erviranment Experize
BO20 - ‘wWorkshops Experze
G030 - Music Expenze -
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Opening Balances / Bank Accounts

Click Record to save the transaction.

= 1000 - Checking:1030 - Catholic

& Goto.

<G Print...

@ Edit Tranzaction QuickH epart

D ate

Murnber

Papes

Payrnent

S Ceposit

B alance

Type

Accaunt

kema

oF/3/2000 B

M umber

|F'alrlee

* P avment

10.000.00

TRAMNSFR|| 3000 - Opening Bal E LI b ermo

E nding balance

Record [%l

Splits |

I~ 1-Line

Sart by | Date, Type, NumberF elj

0.00

Restore

< Send a free trial copy of QuickBooks bo vour fiends and colleagues!

m Type Opening Balance in the Memo field. (Please follow these steps in the order described.)

%=, 1000 - Checking:1030 - Catholic
: Goto... ﬁ Frint... @ Edit Tranzaction _D_uin::kHepn:nrt
D ate Murnber Papes Pavrnent v Depozit Balanze
Type Account | Memo
07431 /2000 B\ Hurmber |F'al,lee > ||FPavment 10,000.00
TRAMSFR[ 3000 - Opening Bal ... LI O pening B alance
Splitz | E nding balance .00
[ 1-Line
sotby |Date, Type, Numbera’Helﬂ Hecord Restore
< Send a free trial copy of QuickBooks to your friends and collzagues!
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m Place a checkmark in the column between Payment and Deposit; this marks the transaction as cleared.

. 1000 - Checking:1030 - Catholic

¢ Goto.. ﬁ Print... @ Edit Tranzaction QuickH epart
[rate MHumber Fayee Pavment | Cieposit B alance
Type Account | kemo
07212000 B|[Humber  [Paves * || Payment S 10,000,000
TRANSFR]2000 - Opering Bal ... ] Opening Balancs L+

Splits | Ending balahce .00

[ 1-Line

Sort by IDate, Type, Numl:uer.-"Helﬂ Record Hestore

< Send a free tnal copy of QuickBooks bo vour fiends and colleagues!

m Click Record to save the transaction.

& 1000 - Checking:1030 - Cathohc

% Goto... ﬁ Frint... @ Edit Tranzaction _D_uickF!epl:urt
Date Murmber Fayes Payment | Depogit Balance
Type Account | Memo
07312001 Bl Humber |F'al,lee * ||Payrnent < [|10,000.00
TRAMSFR[ 3000 - Opening Bal ... LI Opening Balance

Spilits | Ending balance .00

[ 1-Lline

S0t by {Date, Type, Numherfﬂelﬂ Record Q! Restare

< Send a free tnal copy of QuickBooks to vour friends and colleagues!

m Close this register and open the next bank sub-account register. Follow the same procedure for the other
bank sub-accounts.

The new Chaplain Service Data File will now be updated with the cleared balance as of the last statement
before your start date. When the account is reconciled with the next statement you receive, the cleared balance
in your data file will match the cleared opening balance from your next statement.
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Entering Outstanding Checks

It is now necessary to enter the checks or withdrawals that have not yet cleared the bank. These transactions
are listed on the Transaction Detail by Account Report. Transfers that withdraw funds from the account will
be entered using the same procedure.

To Enter Outstanding Checks:
m Select Check Register from the Banking Navigator.

Banking Havigator
Banking
; Related Activities
Checks {E Create a Mew Account..
— & Frint Checks...
EDnIECne p -
anking { Efin =
= — ,I.i — ' Set Default Account Preferences. .
ﬂ Transfer Funds Recancile F}?J Missing Check Report. .
pepost %_, Memaorized Reports  _Help
Eredlt Catd
Charges Banking =]
Ei!-- g :7 Wiy - / |
Fake | Chart of ‘ W Check Detail
ake Journa art o rder ) .
Entry Aecounts Checks Deposit D etail
R R RS 1

m In the Use Register window, choose the appropriate bank sub-account in the Select Account field.

Usze Register Ed

Select Account |1000 - Checking 1030 - Cat j

1000 - Checking Bank |-
oK 1010 - General B ark
102 B ark e

q Bank
1110 - General B arik
1120 - Protestant B ark
1130 - Catholic Bank
1200 - Petty Cash Bank
1201 - Accountz Beceivabl Accounts Beceivable
1400 - Fired Azzets Fisved Azzet
1410 - General Fined dagzet

1407 - Advent Wie Fised Azset
1410.2 - Olwrmpus Dic Fised Azeet

1420 - Protestant Fisved Azzet
14201 - Choir Robes Fiked Aszset
1430 - Cathalic Fised Azzet

14301 - Procesziona Fixed Azset
2000 - Accountz Payable  Accounts Payable
2800 - IMPAC Credit Card -
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m Click OK to display the bank account register.

Usze Register

Select Account ||'I 000 - Checking: 1030 - Cat j

0K [}J Cancel |

m The date field should be highlighted in the first blank line of the register.
m Change the date to the date the check was written.

» HowDol?

& 1000 - Checking:1030 - Catholhc

: Goto... ﬁ Frint... @ Edit Tranzaction QuickH eport
Date Murber Fapee Payment | Deposit Balance
Type Account | i E=Ty
Mumber  ||Paves > |0.00 Deposit
X Account LI b o

Splitz | Ending balance [0.oo

[ 1Lline
Sort by | Cate, Type, Mumber/R elﬂ

et priority access to QuickBooks experts by phone by enralling in our Premier Support Plan,

Record Restore

Tab to the Number/Type field and enter the original check number used.
Tab to the Payee field to enter the name, and then the Payment field to enter the amount of the first

outstanding check on your list.

* How Do l?

&=, 1000 - Checking:1030 - Catholic

: Goto... ﬁ Frint... @ Edit Tranzaction QuickHepnrt
[rate Mumber Fayes Payment | & Dieposit B alance
Type Account | b emo
0331200 BN Mindy Trapp = ||500.00 Deposit
CHE. Account LI b ermo
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STARTING OUT Opening Balances / Bank Accounts

m Tab to the Account field and select the Opening Balance Equity account.

& 1000 - Checking:1030 - Catholic * HowDol?
% Goto... ﬁ Prit... @ Edit Tra[}&an:tinn Quiu:kFi epart
[rate Murnber Payes Pavrnent o Deposit Balance
Type Aooount | b emo

0343142001

—

kindy Trapp > [|500.00 Depozit
CHE. 3000 - Dpening Bal E LI b emo

Spilits | Ending balance .00

[ 1-Lline

Sort by |Date, Type, Numl:uera’Fielj

Record Restare

Get prionity access to QuickBooks experts by phone by enralling in our Premier Support Plan,

m Click Record to save the transaction and move to the next blank register line.

&, 1000 - Checking:1030 - Catholic » How Dol?
¢ Goto... ﬁ Frint... @ Edit Tranzaction _D_uiu:kFEepu:urt
D ate MHurnber Payes FPayment | D epozit Balance
Type Account | b emn

03/31/200 B

j—ry

Mindy Trapp > ||500.00 Depasit
CHE 3000 - Opening Bal . ™| Memo

Splits | Ending balance 0.00

Soitby [ Diate, Type, Number;"Helﬂ Record !ﬁ Restare

et priority access to QuickBooks experts by phone by enrolling in our Premier Support Plan,

m Follow the above steps for each outstanding check that needs to be recorded in the register. (Remember, to
enter transfers withdrawing funds using this procedure.)

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services

4 100 P



Reference Guide
HI| Contents |I[Terminology|IHINIBIEINININININININININININI

STARTING OUT

Entering Outstanding Deposits

It is now necessary to enter the deposits that have not yet cleared the bank in order for the ending balance will
match your current checkbook balance. These transactions are listed on the Transaction Detail by Account
Report. Transfers that increase funds in the account will be entered using the same procedure.

Opening Balances / Bank Accounts

To Enter Outstanding Deposits:
m Select Deposit from the Banking Navigator.

Banking

Mavigators

Related Activities

o

Checks

Gt 3

{8 Create a New Account...

ﬁ..ﬂ\ Print Checks. ..

Online

g Set Default Account Preferences. .

ﬂ J Transfer Funds Recancile F'g} Missing Check Report...
Depos % Memorized Reports _Heb |
Eredlt Card
Charges Banking |
..u-_l ™ -': -.‘_.A"__ A -
Check Make J | .I‘Zh rt .f Ord check Detal
EC ake Journa art o rder i i
Reqister Entry fecounts Checks Deposit Detai
S S I
m In the Deposit To field, select the appropriate bank sub-account.
L Make Depozits » HowDol? |l _ |Of x

ﬁEreviDus *ﬂe:-:t ﬁF‘rinﬁ - -F'a_l,lments
1000 Checkin »|  Date [06/30/2001 &)

Deposit Tao b erno |D eposit

< Add Mew
Click Payme igt ary other amonts o
depozit belof 1000 - Checking Bark
5 1010 General Bank
Received F 1020 - Pratestant Eank . Clagz  Amount
1030 - Catholic -
1040 - Jewizh Bank,
1100 - Savings Bank
1110 - General Bank
1120 Protestant Bank
1130 - Catholic Bank,
1200 - Petty Cazh Bank
1201 - Azcountz Receivabl Accountz: Receivable LI
I I I I

Cazh back goes to

Cazh back memao

Deposit Subtotal

To get cazh back from this deposit, enter the amount below. [ndicate the account
whiere pou want this money to go, such as vour Petty Cazh account,

Cazh back amaunt

Eid

e

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services

4 101 P



Reference Guide
HI| Contents |I[Terminology|IHINIBIEINININININININININININI

STARTING OUT Opening Balances / Bank Accounts

m Change the Date to the original date of the deposit.

L Make Deposzitz » HowDol? | _ |Of x

ﬁEreviDus l#ﬂe:-:t ﬁF‘rinﬁ - F'a_uments
Cieposit Ta |1I]EIEI- Chec... j Diate |MEVIYRE kemo |DEDDSit

Click Payments to select customer payments that you have received. Lizt any ather amounts to
depozit below,

m Enter Opening Balance Deposit in the Memo field.

Lt Make Deposits  HowDol? |l _ |Of x

‘éEreviDus ﬂ'ﬂext ﬁ Pring - F'a_l,lments
Lieposit Ta I'IEIEIEI- Chec. .. j Date IEIMEI'I 200 @ Mema IDpening Balance Depo

Click Payments to select customer payments that you have received. List any other amounts to
deposit belov. %

m Inthe From Account column, select Opening Balance Equity.

fil Make Deposits M[=] E3
‘ﬁEreviDus lﬂﬂe:-:t ﬁF‘rinﬁ - F'a_uments

Deposit Tao I'IEIEIEI- Chec... j Date IEIMEI'I A£2001 E Memo IEIpening Balance De...

Click Payments to select customer payments that you have received. Lizt any ather amounts to
deposzit below.

Feceived From  From Account
> 3000 Openi =

b erno Chi Mo, Pt beth. Clags Arnount

1420 - Protestant Fisved Azzet
14201 - Choir Robes Fived Asget
1430 - Cathalic Fived Azzet

14301 - Procesziona Fised Aszet
2000 - Azcounts Pawable  Accounts Payable

2800 - IMPALC Credit Card
2810 - General IMPAC  Credit Card LI
2520 - Protestant IMPAC Credit Card

2530 - Catholic IMPAC  Credit Card

W 3000 - Opening Bal Equity Equiky k
Toget cash bac) 3900 - Retained Eamings  Equity
where you want | 4000 - Regular Contribution Income
4100 - Designated Contribu Income
D 4200 - Organizational Aot 1ncome

I 4300 - Interest Income |rizome I

Bocount

Cash back amaumnt

4400 - Otker Income Income

BO00 - “Worship & Religious Expenze
B0 - Environment Expense
BO20 - Workshops Expenze I ] |
BO30 - Muszic Expenze Y e
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STARTING OUT Opening Balances / Bank Accounts

m Tab to the Amount field and enter the Amount of the outstanding deposit.

i1 Make Deposits

‘ﬁEreviDus lﬂﬂe:-:t @F‘rin! - Payments
Deposit To |1EIEIEI - Chec... j Date IEWEH A2001 E e |I:Ipening Balance De...

Click Paymentz to zelect customer payments that yow have received. Lizk any ather amounts ko
depozit below,

» HowDol? W _|O) x

Received From  From Account b e Chi Mo, Pt Meth, Clagz Armount

B zo00- ope. B4

m Click Save & New to record the transaction and get to a blank deposit window.

fil Make Deposits

ﬁEreviDus ﬂﬂe:-ct ﬁP‘rinﬁ - F'ayments
DepositTo [1000- Chec... = | Date [04/01/2001 @]  Memo [Opening Balance De...

Click Payments to zelect customer payments that you have recerved. List any other amountz to
depozit below,

 HowDol? |l |Of x

Received Fram  From Account kMermi Chk Ma. Prit Meth. Clazs Arnounk
3000 - Dpenin... 45.00 &

hd
Deposit Subtotal 45.00
To get cazh back from thiz depogit, enter the amount below.  [ndicate the account
wihere pou want this money bo go, zuch as your Petty Cazh account,
Cash back goes to Cash back memao Cazh back amount
Bl |
Depozit Total 45.00

Save & Cloze Save k Hewkl Clear

m Follow the above steps for each outstanding deposit or transfer that needs to be entered in the New CS

Data File.

After entering all the outstanding transactions, the account balance should match the checkbook balance for that
date range. This can be verified by looking at the account balance in the Chart of Accounts. When the account
is reconciled you will have the cleared balance that the bank shows and the outstanding transactions that will
clear the bank on future statements. The register is only used for entering opening balances, when working with

the updated file in entering your individual transactions. The Write Checks feature will be used which will be
discussed in detail in later sections.
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Accounts Payable

As in your old data file, the Accounts Payable balance in your New CS Data File will be made up of each vendor
open balance. It is now necessary to have the Vendor Balance Detail Report that was printed from the old

data file. The bills listed on that report will be entered to create the vendor balances.

il Yendor Balance Detail = HowDol? | _|O) =
Modify Repart.... kMemarnze... | Frint... | Excel... Hide Header Refrezh
Dates I_ *| From | E T%l Eﬁnrt By | Default ﬂ
9:19 AM USAF Chaplain Services - Air Base
08/07/01 Vendor Balance Detail
Accrual Basis All Transactions
L Type L Date + Hum = Account B Amount L Balance L
Care NHotes
J Bl 03431 12001 2000 - Accourts Payable 550,00 S50.00 o
Bill 0601 12001 2000 - Accourts Payvable 332.00 852.00
Total Care Motes G52.00 S52.00
Horth American Mission Board
Bl Q501 12001 2000 - Accourts Payvable 919.00 919.00
Total Morth &merican Mission Board 949.00 919.00
Oregon Catholic Press
Bl 03431 12001 2000 - Accourts Payable 50,00 Fa0.00
Tatal Oregon Catholic Press Fs0.00 Fs0.00
Owen's Photography
=111 Q501 f2001 2000 - Accourts Payable 526,00 S26.00
Bl 052002001 4456, 2000 Accourts Payable 9900 G25.00
Credit QE2002001 4456, 2000 - Accourts Payvable -20.00 EO0S.00
Total Crven's Phatography G05.00 G05.00
TOTAL 3, 156.00 3,156.00
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Vendor Opening Balances
To Enter Vendor Opening Balances:
m Click the Enter Bills icon from the Vendors Navigator.

Yendor Navigator

Vendors

Related Activities
é Print Checks...
E Add aendor...

el
w ]l ©E  Yendor Detall Canter...
Enter Bill v
Pay Bills Memorized Reports _Hel |

|‘v’end|:|rs j

] o T R R

m  On the Enter Bills screen, select the name of the first vendor that shows a balance on the report.

+# Enter Bills  HowDol? @ - |0O0) x

4@Previous B Mext @y History

& Bill " Credit ¥ Eil Received

- Date 07/31/2001 &
Bil Due 0810/2001 |

Amourt Due  0.00

Vendor Care Motes

Terms v| Ref. Mo
Memo |
J Expenses $0.00 ] Items £0.00 ]
Account Amount G Customer.Job E Clazz J
Clear Splitz Recalculate Save & Cloze Save &k New | Clear |
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STARTING OUT Opening Balances / Accounts Payable

m In the Date field, enter the original date of the bill.
m In the Amount field, enter the amount of the bill.

#  Enter Billz * HowDol? N _ (O] >

4@ Previou: P Mewt & Histary
@ Bl Credt ¥ Bil Recsived

Yendar Care Naotes - | Date 03/31/2001
- 4/10/2001 |

m  On the Expenses tab in the bottom section of the window, select Opening Balance Equity in the Account
column.

#  Enter Billz * HowDol? N _ (O] >

4@Previous B Nest & Histary
o Bill - Credit ¥ Eill Beceived
Vendor Care Notes | Date 03/31/2001 |

Bil Due 0441042001 E
Arnount Dye 290.00

Terms - | Ref. Mo

tema I

J Expenses $550.00 ] Items $0.00 |

Aocount Armount kemo Customer.)ob E Clazz
3000 - Opening Bal = | 550,00 - v|a

1430 - Cathalic Fixed Azzet -
14301 - Proceszsiona Fiked Azset
2000 - Accounts Payable  Accountz Papable
2800 - [MPAC Credit Card
2810 - General I[MPAC  Credit Card
2520 - Protestant IMPAL Credit Card
2530 - Catholic IMPAC  Credit Card

[ 2000 N ~|

we & Cloze Save & New | Clear |

3900 - Retained Earnings Equity
4000 - Regular Contribution [Rcome
4 4100 Dezighated Contribu [Rcome
4200 - Orgarizational /Aty [ncome
4300 - Interest Income | rizome
4400 - Other Income | Fizome
G000 - “orship & Religious Expenze

BO10 - Environment Expenze

G020 - “Workshops Expenize

G030 - Muszic Erpenze

G040 - Liturgy Suppliez  Expenze

GOS0 - Equipment Experize -
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m Enter Vendor Opening Balance in the Memo column.

# Enter Billz » HowDol? @ _|O) x
4@ Previouz B Mewt &4 Histary

& Bl Credit ¥ Eill Feceived

Yendar Care Maotes - | Date 03/31/2001 |

Bill Due 0441042001 |
Amount Dye  550.00

Tems h Ref Mo
Memo |
J Expenses $550.00 | ltem $0.00 |
Accaunt ArnoLnt Liztorner.ob E Clazz
3000 - Opening B... ™| BRONG|Wendar Opening B 4 Il ¥ |~
Clear Splitz Recalculate Save & Cloze Save & New I Clear |

m Click Save & New to record the transaction and move to the next blank bill.

J Expenses $550.00 ] Ikems $0.00 ]

Account Aot bl emo Custarmer:)ob E Clazz
3000 Opening B... = | RR0.00[vendor Dpening ... il il

hd

Clear Splitz Recalculate Save & Cloze Save & NEWQ Clear |

m Follow the above steps to enter each vendor opening balance that appears on the report.

Verify Balances
After entering each individual bill, the total Accounts Payable balance on the Chart of Accounts should be equal
to the total balance from the Vendor Balance Detail Report and the Trial Balance Report.
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What if the total Accounts Payable balance is not correct after entering all the vendor balances?

Errors in entering data. Run a Vendor Balance Detail Report in the New CS Data File and compare the
vendors, bills and amounts to the report from the Old Data File.

A Write Check was used to “pay” a bill. Of course, we all know that really doesn’t work. But it will reduced
A/P and the vendor’s balance if the account used on the check was Accounts Payable. This will show up on
the Vendor Balance Detail Report from the Old Data File as a Check.

Vendor Balance Detail

All Transactions

& Type & Date + Hum + Account & Amount & Balance &
Care lNotes
Bill 0343172001 2000 - Accounts P S50.00 S50.00
Bill 0501 2001 2000 - Accounts P F32.00 g52.00
Check 052452001 2 2000 - Accounts P -550.00 332.00 4
Total Care Motes F32.00 F32.00

To rectify this situation, simply delete the bills that were just entered in your New CS Data File that were
paid with Checks. If the amount of the check is different than the original bill then the bill will need to be
reduced by that amount. If the amount of the check is greater than the bill and a credit exists with the
vendor, then you will enter the bill as a Credit.

#  Enter Billz » HowDol? W _ O >

Qb Hizstary

“endar - Date DB/ /20010 @

Credit Amount 200

Ref. Mo.
Mema |
J Expenses $0.00 [ Items 30.00 |
Aocount Amount b ermio Customer:.)ob E Clazz J
Clear Splitz Recalculate Save & Cloze Save & New | Clear |
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Equity Accounts

The last step in entering opening balances will be to adjust your equity accounts, specifically the Opening
Balance Equity account and Retained Earnings. At this point, the amount remaining in the Opening Balance
Equity account should equal the amount shown on the Trial Balance Report in Retained Earnings. This final
step will move any and all funds out of the Opening Balance Equity account, to leave it at zero dollars.

NOTE: Some data files may have used an equity account #3000 Fund Balance as the Retained Earnings
account. In that case, the amount in Fund Balance on the Trial Balance Report should equal the amount in
Opening Balance Equity.

Possible Opening Balance Equity Situations

m If both amounts are zero, you can skip this section. (You have successfully entered all your opening
balances — CONGRATULATIONS!)

m If both amounts are equal (which is what you want), the following instructions will walk through making the
necessary Journal Entry to complete the Entering Opening Balances Section.

m If the amounts are NOT equal, you will have to figure out why! The likely situation is that one or more
amounts were entered erroneously in previous steps when Entering Opening Balances. That may mean the
incorrect amounts were entered, the amount was entered in the inappropriate column (debit or credit), or the
wrong account was used. Whatever the case, you will have to go back to square one, re-trace your steps
and verify the data entered. After you locate and correct the erroneous entries, you will be able to proceed
with the following instructions.

m The last possibility is that your Old Data File had amounts in both Fund Balance and Retained Earnings,
and the sum of those accounts equals the amount showing in your New CS Data File in Opening Balance
Equity. The following example demonstrates how to handle this.

Proceed if the Opening Balance Equity account in your New Chaplain Service Data File is equal the amount
shown on the Trial Balance Report in Retained Earnings. Before entering any data into the New CS Data
File, complete the Starting Out Worksheet for equity accounts.

Worksheet Tasks

Enter Worksheet Information:

m Enter the name of each equity account from your current trial balance report.

m [fitis necessary to have any account tracked as a different account in the new Chart of Accounts, enter the
old and new name. If it is going to be a sub-account, enter the appropriate parent account name.

m Select the appropriate debit or credit column and enter the amount. The trial balance report will indicate
whether the balance is a debit or credit.

Worksheet Example
In this example we have amounts in both Retained Earnings and Fund Balance. These amounts should equal
Opening Balance Equity. Of course, they do in our example!

Old Name New Name Parent Account Debit Credit

3900 Retained Earnings 3900 Retained Earnings 5,000.00
3000 Fund Balance 3900 Retained Earnings 35,362.37
Total 40,362.37
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Opening Balances / Equity Accounts

To Create a Journal Entry for Equity Account Opening Balances:

From the Banking Navigator, click the Make Journal Entry icon.

[ |
Banking
Checks
Online y _
Banking f
% p— =
ﬂ Tranzter Funds Reconcile
Deposit %
Eredlt Card
Charges
:“_I i? Py
Check Chart of ‘ Order
Reqgister Accounts Checks
m Set the Date of the Journal Entry to the day before your Start Date. Press TAB. (Use TAB to move from
field to field when entering each account.)
m In the Entry No. Field, type in O.B. Equity (Opening Balance Equity).
EE General Journal Entiy  HowDol? @ - |O) x
ﬁErevinus *ﬂe:-:t ﬁF’rinﬁ... E':h Histary
Date  [o7/31/2001 @] KEntw Mo, [0.B. Equity
Account D ebit Femo I arne Clazs
Save & Cloze Save & New Clear |
+ Get answers bo wour QuickBooks guestions anytime -- day or night -- a2 a Premier Plan member
4 110 b
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m In the Account column of the journal entry click on the arrow to display a drop-down menu.
m In the drop-down menu, select Retained Earnings.

kE General Journal Entry |_ (O x|
&Erevinus lﬂﬂe:-:t ﬁF‘rinﬁ... Qh Hiztorny
Date  [07/31/200 @| EntyNo [0E Equy |
Account Debit Credit
3900 - Retain ¥ 0.00|
14301 - Procezsiona Fiked Azzet
2000 - Accounts Payable  Accounts Pavable
2800 - IMPAC Credit Card
2010 - General IMPAC  Credit Card
2620 - Protestant IMPAL Credit Card
2530 - Catholic: IMPAC  Credit Card
2000 - Opening Bal Equity  Eguit
+ 3900 - Retained E arnings h
4000 - Regular Contribution [Rcome
4100 - Designated Contribu [ncome _I
4200 - Orgarizational Actiy [ncome
4300 - Interest Income | Fizome
4400 - Other Income | Fizome
G000 - “wWorship & Religious Expenze
BO10 - Environmet Euxpenze
G020 - “Workshops Expenize
G030 - Muszic Erpenze LI
G040 - Liturgy Suppliez  Expenze
BORO - Equi t E
MR - 53;:5:2:” E:Eg:gz »| SavedCloze Save & New Clear |

< Get answers bo vour QuickBooks questions anylime -- day or night - as a Premier Plan member

m Tab over to the debit column to enter a debit balance or to the credit column to enter a credit balance.
Enter the amount as shown on your Worksheet, in the appropriate column — debit or credit. (This should be
identical to the information in the Trial Balance Report.)

Ef General Journal Entry =] E3

4@Pieviouz EPMNext £ Print. 8 Histary
Date  [07/31/2001 @]  Enty Mo [0.8. Equity
Account D bt Credit Mermo M arne fl  Class

3900 - Fetai.. B W] 40,362 74
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m Tab until you get to the next line in the Account column. You will notice that the amount entered in the first
line shows up in the opposite column on the next available line; this amount will be assigned after the last
balance has been entered in the journal entry. Do not alter this number.

kE General Journal Entry = HowDol? W _|O) x
@Previou: EPMewt 5 Pring & Histary
Date  [07/3:1/2001 @]  Enby Mo [0.B. Equiy
Account D ehit Credit bl o M ame E Clazz
3900 - Retaine... 40,362 37 >

I Mt

m In the Account column, select the Opening Balance Equity account.

kg General Journal Entry » HowDol? @ _|O) x
‘ﬁEreviDus lﬂﬂe:-:t ﬁF’rinﬁ... E':hHistu:ur_l,l
Date  [07/31/2001 @]  Enby Mo, [O.B. Equity
Aocount D ehit Credit M ame E
3900 - Retaine... 40,362 57

3000 - Openin >
14201 - Chair Robes Fised Azset

1430 - Catholic: Fived Azeet
14301 - Procesziona Fixed Azset

2000 - Accounts Pavable

2500 - IMPAC Credit Card

2010 - General IMPAC  Credit Card
2520 - Protestant IMPALC Credit Card
2530 - Cathalic [MPAC

Credit Card
- 3000 - Opening Bal Equity

Accounts Payable

3900 - Retained Eamings  Equity

4000 - Regular Contribution [ncome

4100 - Designated Contribu [ncome

4200 - Organizational /Aoty [nocome

4300 - Interest [ncome Imzome

4400 - Qther Income Income

B000 - Worship & Religious Expenze j
GO0 - Ervviranmment Expense
BO20 - “work.shops Expenze
E090 - Music Expense Save & Cloze Save & NHew Clear |
6040 - Liturgy Supplies  Expenze * Hay ar night - az a Premier Plan memberl
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STARTING OUT

m Click Save & Close to record the entry and close the journal entry screen.

Opening Balances / Equity Accounts

kE General Journal Entry » HowDol? W _|O) x
ﬁEreviDus *ﬂe:-:t ﬁ Frirt... Qb Hiztony
Date  [07/31/2001 @]  EnbyNo. [O.B. Equiy
Aocount D ehit Credit b ermio M ame E Clazz
3900 - Retaine. . 40,362.37 -

3000 - Opening...

Save & New Clear |

< Get answers bo vour QuickBooks questions anptime -- day or night - as a Premier Plan memberl

NOTE: In order to increase the balance of an equity account the amount is entered in the credit column of
the journal entry; to decrease the balance the amount is entered in the debit column of the journal entry.
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Opening Balances / Final Check

As a final check, a Trial Balance Report from the New Data File will be compared to the Trial Balance Report
that was generated at the beginning of this section from the Old Data File.

Create a Trial Balance Report:
m Click Reports in the Menu Bar and select Trial Balance in the Accountant & Taxes section.

g EEFII:I[tE:

3po

Window Help
Beport Finder
Memaonzed Reportz
Process Multiple Reports

Company & Financial
Cuztomers & Receivables
Salez

Jobg & Time

Yendors & Payables
Banking

Accountant & T axes
Budget
Ligt

Cuztom Summary Report

Custom Tranzaction Detaill Beport

»

»

»

»

»

»

»

I ——

3 General Ledger

k Tranzaction Detail by Account
Journal
Spadit Trail

Tranzaction Ligt by Date

Q_un::kHe!:n:nrt . [t Account Listing

Tranzaction History

Tranzaction Journal Inzome T ax Preparation
[nzome T ax Summary
Ingome Tax Detail

m Select All in the Dates drop-down menu.
il Trial Balance w» HowDol? |l _ [Of =
todify Report... kemonze. . | Frint... | Excel... Hide Header | Collapze Refresh

1215
08724

Accry

Today

Thiz Week

Thiz ‘Week-to-date

Thiz Maornth

Thiz Manth-to-date

Thiz Fizcal Quarter

Thiz Fizcal Quarter-to-date
Thiz Fizcal rear

Thiz Fizcal rear-to-date
Yesterday

Last Week

Last Week-to-date

Last Maonth

Lazt Manth-to-date

Last Fizcal Quarker

Last Fizcal Quarter-to-date
Last Fizcal rear

Lazt Fizcal vear-to-date
Mest wieek

Dates [ ~ | Fon|  ®| To] |

ain Services - Air Base
al Balance

Transactions

Jul 31, 1
+ Debit = Credit <

I p 200000 4
ant 277400
ic &,.375.00
1,110.00
2 FBS .50
neral:1410.1 7a8.76
neral1410.2 499 .99
estant:1420 4 282 27
* tholic:1430.1 -... 931 .40
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STARTING OUT Opening Balances / Final Check

m Click Print at the top of the report.

il Trial Balance » HowDol? [l _[Of =
taodify Bepart... kemorize. .. Hide Header | Collapze Refrezh
Detes TR ~ | From | 8| To] &
12:15 PM USAF Chaplain Services - Air Base
0824001 Trial Balance
Accrual Basis All Transactions
Jul 3, o
+ Debit = Credit «
1000 - Checking:1010 - General p 200000 4
1000 - Checking:1020 - Prote stant 277400
1000 - Checking:1030 - Catholic G,375.00
1000 - Checking:1040 - Jewish 1,110.00
1100 - Savings 2176550
1400 - Fixed Assets: 1410 - General1410.1 -... 75876
1400 - Fixed Assetsi1410 - General:1410.2 -... 499.99
1400 - Fixed Assets:1420 - Protestant:1420... 4 28222
1400 - Fixed As=zets:1430 - Catholie:1430.1 -... 931.40
2000 - Accounts Payable 3,077.00
2500 - IMPAC:2510 - General IMPAC E50.00
DENN - IKADAT-FETN - De sk oodaedd IKAD AT [sL =iyl

Although the account numbers, names and amounts may not be identical due to the changes you made in
entering the opening balances, all of the same type accounts should total to the same amount on both reports
(such as Asset Accounts, Liability Accounts). The totals for debits at the bottom of each report should be the
equal. The same is true for the credit column totals.

CONGRATULATIONS!
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STARTING OUT Internet Connection Setup

Internet Connection Setup

The Internet Connection Setup in QuickBooks guides you through a one-time setup process that enables you to
use the program's Internet features.

To Set Up an Internet Connection:
m From the Help menu, select Internet Connection Setup.

i Help [ndes...
| = [ I e =l
Idzing QuickBooks for Your Tope of Buginess

Getting Started

|nformation & Suppaort
CluickBooks Privacy Statement
Find a QuickB ooks Advisor
Attend Training Seminars

Get Pricrity Technical Support
Phone Directary

|nternet Connection Setup
About Automatic Update

About QuickBookz Pro...

m  On the first screen of the Internet Connection Setup wizard, select | have a direct Internet Connection
and select Next.

Internet Connection Setup

Are you connected to the Internet?

Yes, | am currently connected to the Internet

" 1 have an existing dial-up Intemnet connection
| have an account with an Internet Service Provider or an online
gervice [such az AOL or Compuzerve. |

1 have a direct Internet connection;

D\? m l:l:nnnectlng through a Cable Modem, DSL, or a lozal area
netwark, [LAMN] at school or worls,

Mo, | need an Internet connection

" Tell me how to sign up for an Internet account
[nbuit products work, with numerous [nternet service providers.

wzback I Meutss I Cancel Help
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STARTING OUT Internet Connection Setup

Internet Connection Setup

Are you connected to the Internet?

Yes, | am cumrently connected to the Internet

" 1 have an exizting dial-up Internet connection
| have an account with an Internet Service Provider or an onling
gervice [zuch az AOL or Compuzerve. |

& | have a direct Internet connection
I'm connecting through a Cable Modem, DSL, or a local area
niebwork, [LAM] at echool or work.
Mo. | need an Internet connection

" Tell me how to sign up for an Internet account
[ntuit products work, with numerous [nternet zervice providers.

szHack Cancel Help

m Click Next on the Browser Preference screen.

Internet Connection Setup |

Browser Preference

To use thiz product's new Intermet features, choose Microsaft
|nternet Explarer «5.0 [ar higher].

If you zelect a different browser, you won't be able to uge zome of
these featuras,

Y'ou can continue bo uge your current broweser for all ather [nternet
achivities outzide of thiz product.

Click Help far more infarmation.

Cancel Help
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STARTING OUT Internet Connection Setup

m The following screen will list any web browsers found on the system, select 32-bit Internet Explorer and
choose Next.

Internet Connection Setup |

Which Web browser would you like to use?

The "web brawsers faund an pour computer are lizted below.
Select the one vou normally uze to access the |ntermet.

bit |nternet Explorer, »5.50 4134 600

The faolloving browser vill be uzed:
32-bit Internet Explorer, ¥5.50.4134_600

Cancel Help

m The following screen requests proxy server information. Enter the proxy server information provided by
your system administrator.

Internet Connection Setup |

Tell us about your Proxy Server.

In many cazesz, direct Intemet connections require the use of a prosxy
gerver, |f you're uzing a modem to connect to the Internet, you probably
don't have a proxy semver.

oritact your System

Security Proxy: I b

[T Check here if you want bo uze the above settings for vour broveser.

oL progy Server may require user authentication. 1f .ﬁ.uthenticatiunl
20, click Authentication to enter your uzername and =

pazswaord.

<<Back I et I Cancel | Help |
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STARTING OUT Internet Connection Setup
m Click Finish on the Summary of your Internet Connection Setup window and the settings will be
configured.
Internet Connection Setup |

Summary of your Internet Connection
Setup

Thesze are the zettingz vou have chosen;

Service Provider;

Local Area Metwork, [Direct Connection)
Browszer:

32-bit [nternet Explorer, w5.50.4134.600

To complete zetup ugsing these zettings, click the Finish buttar.

To change your settings, click the Back buttan.

¢<<Back I Finis% I Cancel Help

IMPORTANT: If you have trouble setting up the Internet Connection or if you are unable to connect to the
Internet through QuickBooks after completing these steps, call QuickPro Consulting at 1-800-641-0955.
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STARTING OUT Backing Up the Data File / Format a Disk
Backing Up the Data File

Now that the new Chaplain Service Data File has been updated with the balances from the old data file, we will
make a backup of the file. It is very important to keep a backup copy separate from the data that is stored on
your hard drive. In the event of something happening to your computer system that would cause the data on the
hard drive to be lost or damaged, the backup copy can be restored for use.

It is important to make sure that the disk you will be backing up to is a newly formatted disk. The reason for
formatting the disk is to ensure that the disk contains no bad sectors and that you will be able to restore the
backup from this disk when needed.

Format a Disk

To Format a Disk in Windows:

m  Exit QuickBooks.

m Insert the disk that you will be backing up to.

m Double-click the My Computer icon on your desktop.

kA Computer

m Right click the 3 1/2 Floppy (A:) (Or other disk drive being used).

@: My Computer

J File Edit “iew Go Favortes Help |J.-“-‘-.gl:lress
> . | % >
Ean:k Eanard p it Copy
JFIaI:Iu:u '@ Flay <H —— lﬂhﬁadin Stationz AzCent. ..

& =D =5 = =

EL AN NN Sostern prog Flemovable  Programs (E:) Data files (F:)

[C:) Digk D]
&
[G:] Printers Control Fanel Dial-ldp Scheduled
Metwarking Tazks
“Web Folders
|'I object(z] selected | by Computer o
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Backing Up the Data File / Format a Disk

=] E3

STARTING OUT

m Click Format.
E My Computer
J File Edit “iew Go Favorites Help |J Address
S >
- . o~ . [z %
Bath Eariyard p Cuit Copy
J Fadio '3 Play <B5 e 'ﬁ Radio Stationz ~ AzCent. ..
Open e
Explore Frogramsz [E:] Data files [F:]
Browze with Paint Shop Prao
é Fird...
Eioi ik . | Distlp  Scheduled
& AddtoZip M etwarking Tazks
Scan with Morton Ankiiruz
g fomet. |
h
Weh Create Shartzut
Froperties
i

Farmats the selected drive.

m  On the Format window, select Full under the Format type section.
Format - 3% Floppy [A:] HE3 |
j Capacity:
144 MB35 =l Start |
|

— Format type
™ Quick [eraze)

= Eul
o -L%py syztem files anly

— Other optiohs
Label:

I Nolabel
r Dizplay summary when finished

| [T Copy system files

121
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STARTING OUT Backing Up the Data File / Format a Disk

m Make sure that the Display Summary When Finished is selected.

Format - 3% Floppy [A:] EE |

Capaciby:

144 Mb (35 =] s |
. —Fomat bype

= Quick [eraze]
& Full
" Copy syztem filez anly

— Other ophions
Label:

| T Nolabel
: pﬁgispla}l gummary when finighed

opy system files

m Click Start.

Format - 3¥ Floppy [A:] EE3 |

Capacity:
144 Mb (35

— Format type Cloze |

" Quick [eraze]
J & Ful
™ Copy system files only

; — Other optiohs
i Label:

| | I Molabel
] ¥ Dizplay summary when finizhed
l [T Copy system files
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STARTING OUT Backing Up the Data File / Format a Disk

Format - 3% Floppy [A:]

i

Capacity:
144 Mb (35

HE|

— Farmat type
£ Huick [erase]

! & Eull

€ Copy systen files anly

; — Other ophions
i Label:

| P e
¥ | Wispl v summans when finished
™| Coppisystem files

Farmatting...

m  Once the format is complete, the summary window will appear with the results of the format.
m Ensure that there is nothing listed in the section for bytes in bad sectors. If there are any bad sectors, use
another disk for backing up.

1.457 664 bytes total dizk zpace

512 bytes in each allocation unit

28347 total allocation unite on disk:

T4E4-3410 zenial number
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STARTING OUT Backing Up the Data File / Format a Disk / Backup

m Click Close on both windows.

1.457 BG4 bytes total dizk space
[ bytes uzed by suztemn filez

0 bytez in bad sectors
1.457 EE4 butes available on disk

B12 butes in each allocation unit

2,847 total allozation unitz on digk

14E4-3410 zenal number

NOTE: If the summary lists that there are any bytes in bad sectors, throw the disk away. Follow the above
steps to format a brand new disk and back up your data file.

Backup Steps

To Backup the Data File:

m Insert the formatted disk you will be using.

m Click the Backup icon from the Company Navigator.

Company Havigator _ O]

Company

Related Activities

B 4F Q¥ &

Business Update Cornpan Backu Preferences Chart of .
Services QUiIEkEDDkS el 2 Accounts j ‘winite Lethers.

i Center E
@ Synchronize Contacts. .

IIIII."--..-. ar
L2

Reminders To-Du's

E}. Give Us Feedback...

W]
/i

i_“ Income and Expense Graph...

qif Create Web Site...

Feminders Overview Customize | Help | ;

= Memorized Reports _Help

Refresh Wign: W
Due Date Description Amount ICDmF'ﬂnF j
= Billz to Pay [5] -3.077.00
04402000 Care Motes 55000 Bal Sheet b
041042001 Oregon Catholic Press 750,00 Pfﬂ‘;[‘ﬁm :E
06A11/2000 Care Motes -332.00
Statement of Cash Fl

DEA11/2001 Morth American Mission Board 91900 AEMER o - ash Flows
06A11/2000 Owen's Photography -526.00 B
- Alerts [1]
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STARTING OUT Backing Up the Data File / Backup Steps

m  On the Backup Company window click the Change button.

— Current Company:

#=»  vou are about to make a backup of pour QuickBooks company file.
‘|| Backup comprezses the data into a compact file that iz smaller than
1 your file. Uze Restare ta later uncompress your backup.

M ame: C5 wWorking File0723 0B,
Location; ~ F:AUSAF Chaplain ServicehGB Data Fileh

— Back Up Current Company &g

o

IF wou are backing up to a 3.5-inch dizk or ather removable starage
:.-:_"'3 media, put the digk in the drive befare clicking Back Lp.

P ame: |Data File. BB

Locatian: |,-_~.|;l-

Click Change to zelect a filename and location to back up your
comparny ko.

Back Up Cancel Help

m  On the Backup Company To window, select the location of the disk you will be backing up to and modify
the name of the backup file if you wish. Click Save.

Save jn: |£ 3% Floppy (&) j ﬁl

File niame: IEhapIain Service Data File 031507.0BE TS ave

Save as type: IDBW Backup [*.LERB] j Cancel |
Help |

If you are backing up to a 3.5-inch dizk or other remowvable storage
:_:_‘ﬁ media, put the dizk in the diive before clicking Back Up.

m  On the Backup Company window, make sure the name and location of the backup file are correct.
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STARTING OUT Backing Up the Data File / Backup Steps
m Click Backup.

— Current Compansy:

f'_"' You are about to make a backup of your QuickBooks company file.
_J Backup comprezzes the data into a compact file that iz smaller than
=3 your file. Usze Restore to later uncompress your backup.

M ame: CS Working File0723. QB
Location: - F:AUSAF Chaplain Service\UB Data Fileh

— Back Up Current Company Ais:

’.1 [F wou are backing up to a 3.5-inch dizk or other removable storage
= media, put the disk in the dive before clicking Back Up.

Name: | Chaplain Service Data File 031501 0BB

Location: |,.=_-.':'.\

Change | Click Change to zelect a filename and location to back up your
— company ko,

Cancel Help

m Click OK on the window confirming the backup.

@ “four data has been backed up successtully,

m Remove the disk from the drive and store in a safe location.

NOTE: It is recommended that you have 5 separate disks and label them for each day of the week, Monday
through Friday. At the end of each day, format the disk for the day and then make a new backup of your data
file. It is not necessary to backup your data file if it has not been accessed or if no transactions have taken
place that day.
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NAVIGATING QuickBooks Navigators

QuickBooks Navigators

The QuickBooks Navigator Windows provide an easy way to access lists, forms, registers, and reports. The
Navigator Window makes it easy to find the features and functions that are most commonly used in normal
transactions. Each Navigator Window displays a graphical representation of the lists, forms, registers and
reports for specific areas of the QuickBooks.

Navigator Windows

The eight Navigators in QuickBooks are:
Company

Customers

Vendors

Employees

Banking

Business Services

Reports

Info & Support

To access any of the navigators click the name of the Navigator you wish to open in the Open Window List on
the left side of the screen.

B2 USAF Chaplain Services - Air Base - QuickBooks Pro

File Edit “iew Liztz= Companw Customerz endors Emplopeez  Banking Beports

e < @ G 2 i
Wirite Checks Enter Ehlls FPap Bill:  Make Depozite  Reconcile  Memarized Reparts

! el R

F.
J:.- r“’:- rtﬂ-

e i
i ﬁ Eumpany i
_- % Customers i
| E Vendors ;ff
| g Employees |
| Banking i

152 Business Services
¢ EL Reports |
| [
| ﬂ Info & 5uppult |

o

3.'- f“’.‘r r‘“} .-

?Hnm“"lndﬁﬁ’ ?f. ;

T A N TR N T T TR T, 1
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NAVIGATING QuickBooks Navigators

Commonly Used Navigators

m The Company Navigator

Company Havigator M=l E3
s

Company Mavigators «

Related Activities

a w ﬁ m w—j r—_ég; Give Us Feedback...

Business Update Cornpan Backu Preferences  Chartof .
Eemtces QLIIL'I::lkEiDDkS cgﬁ e;i"'ll 2 Accaunts j Wirite Letters. ..
irectory

@ Synchronize Contacts..

5 &
iRy g 1“_ Inzome and Expenze Graph...

Reminders To-Do's
q’if Create \Weh Site...

Reminders Overview Customize | Help | _ ;
= Memorized Reports _Help
Refresh Wigy W
Due Date Description Amount I Company j
= Bills to Pay [5] -3.077.00
0410420001 Care Motes -BR0.00 Balance Sheet b
0441042000 Oregon Catholic Press -fa0.oo Frofit & Loss
061142000 Care Motes -332.00
Stat t af Cazhi FI

06/11/2001 North American Mission Board 919,00 SEMmEr o Lash aws
064112000 Owen's Phatagraphy B26.00 B
= Alerts  [1]

kake a monthly data backup Memorized Report List

Report Finder
Dizplay Alerts Manager

Company Solutions =]
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NAVIGATING QuickBooks Navigators

m  The Vendor Navigator

Yendor Navigator _ |0

Vendors

Related Activities
é Frint Checks... %
‘-@ Add aVendar...

0@ Wendor Detaill Center...

Enter Bills

Fay Bills Memorized Reports _Help
|‘v"end|:|rs j

- AP Aging Surmary

5 L Unpaid Bills Detail

: i J Yendor Balance Detail
ltems &  Shopping Print Yendor Balance Summary
SErvices Source 10995

-

Yendors

Dizplay or Print this Group

Yendor Solutions
temonzed Feport List

Get the best prices on office productz by buying them through Repart Finder
QuickBooks.

b ake gure pou can cover your debt cormfortably.

Buziness Services Directary

L |
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NAVIGATING QuickBooks Navigators

m The Banking Navigator

Banking Havigator |_ O

Y

Banking

% Related Activities
'ﬁltl Create a Mew Account...

Checks
m Eﬂ\ Frirt Checks...
Online _,- _
Banking | e ) Set Default Account Preferences. .

Ej Transfer Funds Reconcile F}g} Mizsing Check Report...

Deposit %ﬂ%_ Memorized Reports  _Help |

Credit Card
Charges Banking j
& & 7| S .
T Mok purmal o Ord Check Detai
B ake Journa art o rder ; ;
Reqister Entry Aecounts Chet ks Deposit Detail
- - Display or Print this Group
Banking Solutions
Memorized Report List
Aroceszs wour bank account information day or night. Feeport Finder

Apply for a lease or loan.

T axes giving you headaches? Let TurboT ax help vou fill out
oL ka farms.

-
1| i B

m  Once you have opened one of the Navigators, you can click the Navigators drop-down, from the top right
hand corner of the open navigator window, to select a different Navigator.

Related Activiti

Customers
Yendors
Employees
Banki r%
| Servich ] |

1 @ Synchronize Contacts..

< Give Us Feedh;

j’ Wrike Letters...

L___ Income and Expense Graph...

qif Create Wweb Site. .

m To close a Navigator, click the X at the top right corner of the Navigator.
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NAVIGATING Menu Bar

Menu Bar

The menu bar provides a list of commands at the top of the QuickBooks window. Each menu item has a drop-
down list of commands related to that item. Many of these commands are also available from the Navigator
Windows.

&: USAF Chaplain Services - Air Base - QuickBooks Pro
File Edit “iew Liztz Company Cuztomers Wendore Employees Banking Beportz Window  Help

View Menu Bar
To access activities relevant to Banking, click the Banking menu.

ickBooks Pro

“Yendors  Emplogess @Eepnrts Window Help
Banking Mawvigatar

@ B
itz - Reconcile  kMemo Wiite Checks Chi+yw
|lze Begister Cil+H
Make Deposzits
Tranzfer Funds
Enter Credit Card Charges
Reconcie

b ake Journal Entry

Set Up Orline Einancial Services r
[Ereate lHime Batnking fMessage

| rauire b et [ Aline B ankmng Eaumert

Online B anking Center

Chart of Accounts Chrl+,
Other Hames List

Memarized Tranzaction List Chrl+T
Banking Services »
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NAVIGATING Icon Bar

Icon Bar

The Icon Bar located near the top of the QuickBooks window, allow you to keep frequently used windows and
reports available for quick access.

Custom Icon Bar
The New Data File Template has a Customized Icon Bar with these Icons:

m  Write Checks

Enter Bills

Pay Bills

Make Deposits
Reconcile
Memorized Reports

Ao el G B i

Wirite Checksz  Enter Billz:  Pay Bills MakexDestits Feconcile  bemarized Reportz

Modifying the Icon Bar
You can add or remove icons from the Icon Bar.

To Add an Icon to the Icon Bar:
m  Open the list/function you wish to add (i.e., Chart of Accounts, Make Journal Entry).

EE General Journal Entry » HowDol? @ _ O x

4@Previou: EPMNewt < Print &4 Histary
Liate a/24.22001 @ Entry Mo, I

Account Cebit Credit b erni M ame Clazs

Save & Cloze Save & Hew Clear |

Spend time on vour buzsiness, nat on wour pavrall,

m From the View menu, click Add list/function to Icon Bar.

Liztz Company Customers  Mendors E

- v [OpenWindow List

| w lcon Bar
Cuztomize lcon Bar...

Add "'General Jourmal Entry' to lcon Bar...

Shortcut List
[Eustamiee Shoteut e
ol i me b Shorieut st
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NAVIGATING Icon Bar
m From the Add Window to Icon Bar screen you can change the text for the Label or Description, and the
graphic.
Add Window to lcon Bar |
| Label IGeneraIJDurnal (1] 4
>
Dezcription M ake Jourmal Entry Cancel
2 '
Help

Er o
&
g

-

m Click OK to add this to the icon bar.

To Customize the Icon Bar:
m Click Customize Icon Bar from the View menu.

Liztz  Company  Customers

v [Open window Lizt

v |con Bar

Cuztomize lcon Bar...

el i s b | Ea Eiar

Shortcut List
[Eustamee Sterteut et
i D e e o | A

One "window
& pMultiple \Windows

Cuztomize Dezsktop...

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services 4 133 »




Reference Guide
HI| Contents |I[Terminology|IHINIBIEINININININININININININI

NAVIGATING Icon Bar

m Select Add, Edit, Delete, or Add Separator.

Customize lcon Bar »* HowDol?

— lcon Bar Content

=]|

+"rite Checks Add..
+Enter Billz

+Pay Bill: :
+Make Deposits Edit...

+Reconcile
+Memarized Reparts Delete
+ General Journal

Add Separator |

ke T o rearder the icons within the [con Bar, click the
diarnond nest ta the item pou wish to reposition
and drag it up ar down to the desired location.

— Display Optionz
€% Show iconz and text

™ Show jconz only

Cloze Help

m Click Close.
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NAVIGATING Shortcut Keys / Help
Shortcut Keys

Like many Microsoft Windows® applications, QuickBooks has a list of shortcut keys. By pressing different
combinations of keys on your keyboard, you can quickly perform common tasks within QuickBooks. If you prefer
to use your keyboard, you will find these shortcuts next to the selected menu on the menu bar, listed as CTRL +
and a letter.

Banking Mawigatar

Winite Checks %
Ilze Begister

b ake Depositz

Transfer Fundz

Enter Credit Card Charges

Feconcile

b ake Journal Entoy

~—

Set Up Online Einancial Services k
[Ereate Mlire Banking Messane

[ FraumessEaut Wnline Eankimg Eapment

Online Banking Center

Chart of Accounts
Other M ames List
Memarized Tranzaction List

Banking Services

Examples:

Here are just a few of the things that you can do using shortcut keys.

m  Open windows. For example, to open the Write Checks window, press Ctrl + W. Using the keyboard, hold
down the Ctrl key while pressing the letter W.

m Edit pre-filled data. For example, to increase or decrease a date by one day, from your keyboard press -
(minus key) or + (plus key).

m  Move around a window. To move to the next field in a window, press Tab on your keyboard. To move to the
previous field, press the Shift + Tab keys simultaneously on your keyboard.

Help

The Reference Guide

The Reference Guide is your resource for using QuickBooks. This guide is in printed form and available as an
Acrobat file. The Acrobat file has pertinent links throughout the document that allow the user to quickly access
areas of interest.

Technical Support for the USAF Chaplain Service

If you require additional assistance with QuickBooks please contact QUICKPRO CONSULTING. This
service is available 6 days a week (Monday — Saturday), 18 hours a day, 6AM to Midnight MST (0600 hours
to 2400 hours MST). The toll free phone number for technical support is 1-800-641-0955. In addition to toll-
free telephone support, email support is also available at support@quickproconsulting.com. This support
has been designed specifically for the USAF Chaplain Service and how you are using the software. There is
no charge to you for this service.
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Preferences

Customize Preferences
QuickBooks allows you to customize certain preferences such as some menus and the icon bar.

To Change a Preference:

m From the Company navigator click Preferences.

m In the Preferences window there is a list of icons on the left. Each icon represents a different area in
QuickBooks. The list of icons can be scrolled up or down to locate the required preference area.

Preferences w* HowDol? |

&) J My Freferences I LCompany Preferences I 1] 4
.-'-‘-.u:u:u:uunting_ Cancel
@ [T Pressing Enter moves between fields Help
Checking ¥ Beep when recording a tranzaction Drefault
[T Automatically place decimal point
o o
L arn when editing a transaction 7
J_[J_| 7w h it b b Also See
DE,?;LDF' ¥ ‘wamn when deleting a transaction or unuzed list item Rieminders
% [ Biing back all one time messages
Firance ™ Automaticaly recall last transaction for this name

Charge

=i
Jobs &
Eztimates =

m At the top of the Preference window there are two tabs: My Preferences and Company Preferences.

Preferences w» HowDol? |

E‘Q ¢| [ tdv Preferences I LCompany F‘relerences[:g oK
Accounting Time Format Cancel
{g Show portions of an hour az Help
Checking Default
i i i Alzo See:
Desktop IV flways show vears a.s 4 dlglt.S [1939] . . bt
Wi [ Mever update name information when saving transactions
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m Individual users can change the settings for My Preferences, which will affect how QuickBooks looks and
operates for an individual user. Company Preferences set vital functionality for the data file and may be set
or changed only by the Administrator.

Mandatory Preferences
The following Mandatory Preferences have been setup in the New Data File Template. These were set
according to the Chaplain Service requirements.

Accounting - Company Preferences:
Use account numbers.

m Require accounts.
m Use class tracking.
m  Use audit trail.

Checking - Company Preferences:

m Print account names on voucher.

Change check date when check is printed.
Start with payee field on check.

Warn about duplicate check numbers.

Auto fill payee account number in check memo.

General - Company Preferences:
m  Show portions of an hour as Minutes (10:12)
m Always show years as 4 digits (1999).

General - My Preferences:

Pressing enter moves between fields.

Beep when recording a transaction.

Automatically place decimal point.

Warn when editing a transaction.

Warn when deleting a transaction or unused list item.
Bring back all one-time messages.

Purchases & Vendors - Company Preferences:

m Inventory and purchase orders are active.

m  Warn about duplicate purchase order numbers.

m  Warn about duplicate bill numbers from same vendor.
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Reminders - Company Preferences:

Preferences * HowDol? |

I-ﬁ::il -~ l Mu Preferences l Company Preferences I 0K |
Payroll & Show  Show  Don't Cancel
Employees Summary Ligt  Remind Me Remind Me e
Help
Checks ta Print v [ [ IE days befare check date.
Purchazes Irveoices/Credit Memos - C Default
Ay o Print [ [ (o |5 days befare invoice
Overdue Invoices i [ v IE days after due date. Alea See:
Reminders Sales Receipts to Print ¢ L g Gereral
[nxentary to Beorder . . 1
m _I Billz to Pay . i+ . |1 0 | days before due date.
Fepaorts & ; ;
Graphs tMemarized Transactions © f" o) |5 dayz before due date.
toney to Deposit . . g
Sales & Purchase Orders to Print v - -
Cuztormers
To Do Motes - O -
Sales Tax

Reports & Graphs
m  Summary Reports Basis — Accrual
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LISTS

Reference Guide

Chart of Accounts

Lists are an integral and important component of QuickBooks. A number of different lists may be used when
entering transactions. For example, to Enter a Bill, you may choose the name of one of your vendors from your
Vendors list, the payment terms from the Terms list, and the expense account from the Chart of Accounts list.
QuickBooks then enters the all the information from those lists on the bill. This keeps all pertinent information
organized and saves time when entering transactions. Lists are easy to set up and change in QuickBooks, but
some require careful planning, like the Chart of Accounts and Class lists.

Chart of Accounts

A Chart of Accounts has been setup in the New Data File Template with a special list of accounts designed for
the Chaplain Service. This allows a standard method of categorizing and tracking funds for all bases.

To Display the Chart of Accounts in QuickBooks:
m Click the Chart of Accounts icon, in the Company Navigator.

Company

7

& 7

Accounts

Business pdate Cornpany  Backup  Preferences Chatrtof
Services QuickBooks  Center
Directory

| o Rear

i ca-‘-'j P

o Y

Rernindets To-Do's

=

Reminders Overview

Refresh

Due Date Description

Customize | Help |Q

iewy w

Amount

Related Activities

I"_\;lﬁ Give Us Feedback...

j ‘Wirite Letters. .

[ﬂ Synchronize Contacts..

i_“ Income and Expenze Graph...

(]’if Create ‘Web Site...

- Alerts [1]
Manage vour receivables

Dizplay Alerts Manager

Company Solutions

FREE! Get the first 30 days free when vou sign up for
QuickBooksz Online Backup Service.

Create a professional \Web zite far pour company.

Locate an Intuit-certified accounting professional.

Memorized Reports _Help

ICDmpany j

Balance Sheet
Prafit % Logs
Statement of Cash Flows

Display or Print this Group

temorized Feport List
R eport Finder
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LISTS Chart of Accounts / Account Types

m  You will see the Chart of Accounts.

i Chart of Accounts - HowDol? @ - |0Of =
% | Mame ¥ | Type = Balance
+ 1000 - Checking Banl. 14,259.00 ;l
+ 1010 - General Bank, 2,000.00 _l
+ 1020 - Protestant Bank. 277400
+ 1030 - Cathalic Bank 8,375.00
1040 - Jewizh Bank 1.110.00
1100 - Savings Bark. 21,765,850
+1110 - General B ark.
+ 1120 - Protestant Bank,
+ 1130 - Catholic Bank,
+ 11301 - CD Account Banl.
1400 - Fined Azsets zek
« 1410 - General Fixed Aszet
« 14101 - Advent Wreath Fixed Aszet
+ 14102 - Olprnpuz Digital Camera Fixed Aszet
+ 1420 - Protestant Fixed Aszet
+ 14201 - Choir Robes [37] Fixed Azzet
+1430 - Catholic Fixed Azzet 931.40
+ 14301 - Procezsional Crocifis Fixed Aszet 931.40
¢ 2000 - Azcounts Payable Accounts Papable 3.077.00
« 2800 - [MPAC Credit Card 226493
+ 2810 - General IMPALC Credit Card B50.00
+ 2020 - Protestant IMPALC Credit Card 916.00
42830 - Catholic [MPAC Credit Card F33.93
+ 3000 - Dpening Bal Equity E quity Q.00
¢ 33900 - Retained E armingz E quity
+ 4000 - Regular Contributions Income
+ 4100 - Designated Contrbutions Income
+ 4200 - OrganizationalActivity Contrib Ihcorme
4300 - Interest Income Inizome
4400 - Qther Income Income
«B000 - Worship & Religious Obzervance Expenze
26010 - Environment Expenize
+ BOZ0 - Workshops Expenze
+B030 - Music Expenze
+B040 - Liturgy Supplies Expenize j
| Activiies * | Repotz ™ [T Showal

Account Types
Standard accounting practice classifies every account into one of five types. Within these five account types,
QuickBooks further classifies your accounts into unique types.

Assets

Assets consist of all the tangible and intangible items of value that Chaplain Service has, as well as any money
owed. Assets include bank accounts, fixed assets (such as vehicles, equipment or real estate), and undeposited
funds (money received and not yet deposited in the bank). Asset accounts are numbered in the 1000’s.

QuickBooks Asset Account Types:

m Bank — Checking, savings and CD accounts.

m Accounts Receivable — The Chaplain Service does not use this type account.

m  Other Current Asset — Used to track current assets that are not receivables or bank accounts, but which you
plan to convert into cash or use up within one year. Examples of what you can track with an other current
asset account include inventory, treasury bills, certificates of deposit, prepaid expenses, prepaid deposits,
reimbursable expenses, and notes receivable (if due within one year).
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LISTS Chart of Accounts / Account Types

m Fixed Asset — These are the assets you do not expect to convert to cash during one year of normal
operations. A fixed asset is usually something that is necessary for the operation of the Chaplain Service
such as an organ, a chalice or computer. Chaplain Fund Fixed Assets (Equipment ltems) are items valued
at $1000 or more.

m Other Asset — the Chaplain Service does not use this type account.

Liabilities

Liabilities represent money that is owed to other people or businesses. The money owed for unpaid bills is
tracked in an account named Accounts Payable, or A/P. Examples of liabilities include loans, credit card
accounts, or unpaid bills. Liability accounts are numbered in the 2000’s. The IMPAC Credit Card account
#2500 is a liability account.

QuickBooks Liability Account Types:

m  Accounts Payable (A/P)
m Credit Card

m  Current Liability

m Long Term Liability
Equity

Equity, the net worth, is also referred to as Owner’s Equity or Capital. Equity comes from investment in the
Chaplain Service, and the accumulated net profits that have not been paid out. Equity accounts are numbered
in the 3000’s.

QuickBooks Equity Account Types:
m Opening Balance Equity
m Retained Earnings (created by QuickBooks at the start of a new fiscal year)

Equity comes from three basic sources:

m Investments of cash or other assets.

m Net profit from current fiscal period.

m Retained earnings (net profit from previous fiscal periods).

Income

An income account tracks the source of your organization’s income or revenue (money that comes into the
Chaplain Service). Other income accounts are used to track income such as interest that is not generated by
daily operations. Income accounts are numbered in the 4000’s.

QuickBooks Income Account Types:
m Income
m  Other Income

Expense

Expense accounts track spending (money leaving the Chaplain Service). Other Expense accounts are used to
track expenses such as taxes, which are not from business operations. Expense accounts are numbered in the
6000’s and 7000’s.

QuickBooks Expense Account Types:
m Expense
m Other Expense
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Accounting Equation
Understanding how these accounts relate to each other may be helpful as they are used in QuickBooks.

Consider the Accounting Equation: Assets = Liabilities + Equity (Owner’s Equity)

This expresses the equality of assets on the one hand verses the claims of creditors and owners on the other
hand.

The alternative form of this equation: Equity = Assets — Liabilities

This emphasizes that equity is simply the assets left over after the claims of creditors have been satisfied in full.
In other words, if you sold all your assets and took that money to pay off all liabilities, the money left over would
be the Equity. The Accounting Chart will also provide some insight into the affect of one account on another.

Adding Sub-Accounts to the Chart of Accounts

The Chart of Accounts is the heart and soul of the Chaplain Fund Data File. Every facet of the accounting
system is based on this list. Accounting Technicians and Account Managers must manage the chart of accounts
to effectively operate the Chaplain Fund.

You may add sub accounts to better describe your accounting activities. However, create the minimum number
of sub accounts necessary for financial planning purposes. The Chart of Accounts may become too large and
difficult to manage if the number of sub accounts is not kept to a minimum. DO NOT create additional main
accounts.

Adding new sub-accounts to the Chart of Accounts:
m From the Company Navigator, click the Chart of Accounts icon.
m  From the Account menu button, select New.

Aclivities ™ Feportz =

E dit ! Ctrl+E

Delete Clrl+Dr

Make Inactive
Shiow All Accounts
v Hierarchical Yiew

Flat Yz

Uze Chrl+LJ
Find Tranzactionz in...

Print List... Chrl+F
Be-zort List
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m In the New Account window, click the drop-down arrow next to Type, and make a selection.

7 New Account M= Ei |

Tvpe wOENS M urnber I oK
B arik
Arccounts Receivable Cancel

1 Other Cunent Asset

Fised Azzet B et
Other Azzet —
Accounts Papable pt I j Account i
Credit Card inactive

Qther Current Liability
Laong Term Liahbility

E quity

Income

Cozt of Goods Sold

Qther Income
Qther Expensze

NOTE: Select the same account type as the main account you are adding to.

m Enter the account number in the Number field.
m Enter the name of the new account in the Name field.
m Select the checkbox for Sub-account of.

7 Hew Account = HowDol? [ _ O xl
Tvpe |E:-:pense j M urnber |551EI 0K
Cancel
Mame [Oither Mext
. Subaccount of | | [ Account i
[:g inactive
Description |
Maote |
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m Select the main account from the Sub-account of drop-down menu.

-1 Hew Account » HowDol? M _ O xl

Tvpe IE:-:pense ﬂ M urnber IEE1 0 ok

Cancel
Mame {0 ther Mext
W Subaccount of [E500 - Growp Care & Re j — Account is

6190 - Other Expenze -
Drescription | G200 - Pastoral Visitation  Expense
B210 - Pastoral Literature Expenze
Hote I G260 - Supplies Expenze
G300 - Contingency Ministy Expenze
B370 - Services Expenze

B400 - Religious [nstruction  Expense
G410 - Conferences and Expenze

+ BR00 - Group Care & Benev Expense k

BEO0 - Clualty of Life Conce Expenze

G700 - Lay Programs Expenze
G750 - Equiprment Erpenze
B300 - Humanitarian Expenze

B300 - Financial Program St Expense L
7000 - Community Dhzervar Expenze

70 - Mational Praver 0 Expenze
#100 - Public Relations Expenze

7180 - Equipment Expenze
7200 - Mizcellaneous Erpenze |
7260 - Supplies Expenze -

m In the Description field, enter an optional description of the account.
m Click OK to record the new sub-account or select Next to record the account and go to a new account
screen.

7 Mew Account » HowDol? [ _|O xl

Tvpe | Expenze ﬂ Murnber IEE'I 1]

- N

Cancel
M ame |Elther M ext
W Subaccount af [£500 - Group Care & R... j Account iz
inactive

Drescription |Elpti|:|nal D e=zcription

Maote |
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Account Numbers

When adding accounts, do not expand the number of main accounts beyond those in the Chart of Accounts.

Instead, add sub-accounts to one of the existing accounts.

m If a sub-account is added to a parent account, simply add ten (10) to the parent account number for each (i.
e., for Lay Programs Expense Account # 6700, the sub-account added for Equipment might be # 6710).

m If a sub-account is added to an existing sub-account add a decimal point and a number from one to ninety-
nine (i.e., for Fixed Asset — General # 1410, the sub-account added for Computer might be 1410.1)

Example 1 — Adding Sub Expense Accounts

One method to limit the size of your chart of accounts is to avoid specifying the denominational group. For
instance, in the past it has been customary to have PWOC and CWOC sub expense accounts. Reduce the
number of sub accounts by combining PWOC and CWOC into a single WOMEN sub expense account. The
denominational group distinction is made during the budget process and using the Class list.

Expense Account Example:
6400 Religious Instruction (Mandatory Main Expense Account)
6410 Curriculum
6420 Supplies
6430 Teacher Training
6440 Vacation Bible School
6450 Teach Appreciation

6700 Lay Programs (Mandatory Main Expense Account)
6710 Women
6720 Men
6730 Youth
6740 Singles

The sub-accounts identified in the above example are not denominational group specific. By following this
example, you can reduce the number of sub-accounts used and the overall size of your Chart of Accounts. This
makes it easier for the Accounting Technician to enter transactions and create understandable reports.

Example 2 — Adding Sub Asset Accounts

Tracking Fixed Assets

The Chaplain Fund Fixed Asset Report, (previously equipment record) is maintained in QuickBooks. Add
equipment items valued at $1,000 or more to the Chart of Accounts as individual fixed assets. When adding
Fixed Assets, include a description of the item and storage location in the description and note fields. The
Balance Sheet also reflects current fixed asset information. The example below reflects how fixed asset sub-
accounts can be added to the Chart of Accounts.

Fixed Asset Account Example:
1400 Fixed Assets (Mandatory Main Asset Account)
1410 General
1420 Protestant
1420.1 Choir Robes
1420.2 Portable Organ
1430 Catholic
1430.1 Tabernacle
1430.2 Chalice

The example above displays denominational group specific accounts. This is necessary because accounting
Classes (Protestant, Catholic, General) cannot be applied to fixed asset accounts. It is not mandatory to track
fixed assets by denominational group.
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Vendor List

The vendor list is used to hold information about the people and companies you do business with. In the
Getting Started section, you imported the vendor list from your old data file. You then entered the beginning
balances for each vendor to make up the Accounts Payable balance on your Chart of Accounts.

Adding Vendors
To Add Vendors:

m From the Vendor Navigator, click the Vendors icon.

Yendor Mavigator

Vendors

=

By

Enter Bills

Pay Bills

4 3

It & Shoppin Primt
Sgrl;fnisces Sul.ll:ltPceg 10993

=

m From the Vendors List, select the Vendor menu button and click New.

o, Wendor List * HowDol? M _ (O] x

M ame B alance

Care Maotes

Kindy Trapp

Marth &rmenican kMizzion Board
Oregon Catholic Press
Owen's Photography
“Whaolezale Flonst

Activiies ™ | Reportz ™ | Show 4l

Edit I! Cirl+E

Delete Chrl+D

Make Inactive
Shm &l Endans
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LISTS Vendor List / Adding Vendors

m In the Vendor field, enter the name of the vendor as you would like it to appear on the Vendor List and in
transactions such as Enter Bills.

= Hew Yendor »* HowDol? @ _|O xl
Yendor I"-.-"endu:-rNamEI
i 1] 4
J Addrezs Info I Additional |nfo ]
Cancel
Comparny Namel Contact
Pemt

|
M. Az I Phone | e
Firzt M ame I M.I.I_ Fx | r ?;Ear;ﬂ:rels
|

Laszt Mame | k. Ph,
Address Al Eu:untau:t'
E -mnail |

Print on Check az

Addrezz Details |

NOTE: If the vendor is an individual and you list individuals last name first, that is how you should enter the
name.

m Enter the information requested on the Address Info tab and the Additional Info tab.

# MNew Yendor  HowDol? W |0 xl
Wendar |‘»-’endu:urName
1] 4
J Address Info ] Addtional Info |
Cancel
Compary Namel"#’endnr'slnc. Contact I"-.J'ich:ur"-.r""-.-"enl:lur —
Mes

Mrmsd.  [Mr Phone  |520-888-3300 T
. Yendor iz
First Mame Il'-.-"iCtl:lr M.l.l‘v“ Fée |52III-E|EIEI-E=E=EIEI r inachve

Lazt Mame I"v"enu:lu:ur Al Ph. |
Address “endor's Inc. Al I:::untactl
TIEESE?:';P: R':Esrld':'rt E-mail Ivictnr@vendnr.mm
at Stree
Anywhao, AZ 83773 Frirt on Checl as
|"-.r"en|:||:|r's I,

Addrezs Detailz |
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= New Yendor * HowDol? 210 Xl

Yendor I‘»-"enu:lcur M arne

1]
[ Addess Infa '[ Additional Info ]
_ Cancel
Account I-I 234EE Custom Fields
Pt
Cateqarizing and Defaults 5
Tuoe YWendaor iz
I 2P J inactive
Termz

| h

Credit Limit |1,000.00
TaxlD |

Define Fields |

[ Wendor eligible for 1099
Opening B alance

| as of [07/25/2001 |

m Click OK to record the new vendor, or select Next to record this name and too add another new vendor.

= MNew Yendor * HowDol? W _ O xl

Yendor I"-.r"enl:ll:urName
oK El
[ Address Info lAdditiunaI Infu]

_ Cancel
Account |1 23455 Cuztomn Fields
Memxt
Categaorizing and Defaults ;
Tupe ‘.-.-’enu:!u:ur £
L Inachye

L«

| -
Tems

Credit Lirnit |1 000,00
Tax D |

L

Define Fields |

[ wendor eligible for 1094
[ pening Balance

as of [07/25/2001 @
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Other Names List

The Other Names list is for persons, companies, or things that are not vendors.

Adding Other Names
To Add Names to the Other Names List:
m  From the Menu Bar, click Lists and select the Other Names List.

Company Customers  Yendors  Emp
Chart of Accounts Chrly
Itern List

Price Lewvel Lizt

Clazs List

CuzstomerJob List Chrl+J
Wendor List
Employee List

Other Mames List h
Customer & Wendor Profle Lists r
Templates

temaorized Tranzaction List Chrl+T

m Select New from the Other Names menu button.

B Other Names List * HowDol? M _ (O] x

I ame I

{ Other Hames T | Actvitiez: - Reporte  * | Show 4l

Edlit ! [EfrfE

ElEte [l

take [mactie
St Sl en [ Enmes

[ze [l
Eind in Tranzactions. ..

[ atemad

Frink List... Ctrl+F

m In the Name field, enter the name of the person, company, or thing.
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NOTE: If you want this list to be sorted alphabetically by last name, enter the last name first.

m In the remaining fields, enter any relevant information.
m Click OK to record the new name, or select Next to record this name and too add another new name.

ENEH Mame !El

Mane IIIIther Mame
Compary Name',.f_-.,n.;.ther Campany Comtact | Cancel
% [ Phi Brrrs
M [ ohe  [520-777-5432 Next

Firzt Mame I M.I.I F I R A
LastName | AbPh I™ Name is inactive
Address &nother Campany Al I:::-ntactl

327 Mizzing Street e

Lost, AZ B3778 sl

Account |
Addrezs Details
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Class List

In order to classify your income and expenses by denominational group, classes are used.

Denominational Group Classes

The Class List in the New Data File Template contains the following classes used by the Chaplain
Service:

m 1 General

2 Protestant

3 Catholic

4 Jewish

5 Muslim

6 Orthodox

NOTE: Some Classes are inactive and will not appear on the list or be available in transactions until they
are made active.

When using class tracking, the Class field is added to the transaction screens. This allows each transaction to
be tracked to the appropriate religion.

For example, the Chart of Accounts has an income account for Regular Contributions. When recording the
transaction that reflects a contribution that is considered Regular Contribution income, you must classify the
portion of the contribution that was made by the each specific denomination. Using classes will allow tracking by
denominational group and you will be able to generate reports to show the breakdown by class.

Adding Classes
To Add Classes:
m  From the Menu Bar, click Lists and select Class List.

Company Customers  “endors  Emp

Chart of Accountz Clrl+y
Itern List
Price Lewvel List

i

Custarmer:.Job List Chrl+]
"Wendor List

Employes List

Other Mames List

Cuztomer & Yendor Profile Lists *
Templates

Memarized Transaction List Chel+T
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LISTS Class List / Adding Classes

m Select New from the Class menu button.

= HowDol? M _|[O) x
+1-General
+ 2-Protestant
%+ 3-Cathalic

Reportz * | Show Al

E dit | ! Ctil+E

Delete Chrl+D

Make Inactive
Show &l Claszes
v Hierarchical Yiew

Flat “fiew

Usze Crrl+L
FEind in Tranzactions. ..

Frint Lizt... Chrl+F
Be-zork List

m In the New Class window, enter the Class Name.

‘s Mew Clazs !E[

Clazzs Mame |Elther D enarnination ok
[ Subclass of Cancel

I j Mext

Clazz iz

inactive

m Click OK to record the New Class.

The new class will now appear in the list and will be available for use in the various transactions that allow you to
assign classes.
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LISTS Removing List Items / Merging Items

Removing List Items

QuickBooks provides three ways to remove items from your lists:
m  Merging ltems

m  Making an Item Inactive

m Deleting an ltem

Often, deleting a list item is not the best alternative and may not be possible if the item has been used in a
transaction that will not be changed.

Merging Two Items
Merging list items is helpful if two similar list items are being used and you now want to see those items
represented by a single line item in your reports.

Important Note: Merging is irreversible.

In the following example, a spelling error has caused a vendor to be listed twice in the same list. These two
vendor names will be merged to combine them into a single listing in the vendor list. The following screen shots
will show the merging of two vendor names. However, the instructions are the same for merging items in all the
lists.

To Merge Two List Items of the Same Type:

m Display the list containing the items you want to merge.

m Make sure that the items you want to merge are at the same level. If they are not, move one item to the
level of the other.

m Select the item whose name you do not want to use.

o YWendor List  HowDol? M - |Of <
M ame Balance I
Care Motes 88200
F.are F.notes
Mindy Trapp h Qoo
Marth Armerican Mizzion Board 315.00
Oregon Cathalic Press FR0.00
Owen's Photography B26.00
Ywholezale Flonst Q.00

Activities = | Reports ™ [T Show &l
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LISTS Removing List Items / Merging ltems

m From the List window, click the menu button (Vendor in this example) at the bottom right, and select Edit in
the drop down window.

o, Wendor List » HowDol? M _ O x
I ame B alance I
Care Motez ae2.00
F.are F.notes
Mindy Trapp n.on
Marth Amenican Mizzion Board 319.00
Oregon Cathalic Press FE0.00
Dwen's Photography 526.00
“Wholezale Flaorist .00

Vendor v Activities Feportz ™ [T Show &l

m Hew Crrl+k i

Delete ! Crrl+D

Make Inactive
St &l endarns

Usze Chrl+L
FEind in Tranzactions. ..
MHaotepad

Frint List... Chrl+F
Print 1033z ..

m Change the item name so that it is identical to the item you are merging it with (the correct spelling of the
vendor name in this example).

« Edit Vendor ~ HowDo 2 [0 xl

Wendor |

1] %
J Addresz Info ] Additional [nfa ]%
Cancel
Compary Name' Cantact | N
obes
[ I Fhone |
Wendar i
FistName | MU Fax Sl
Last Mame | At Ph. |
Address A, Eu:untau:t'
E -rnail |

Frint on Check az

Addrezs Details |
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LISTS Removing List Items / Merging Items
m Click OK.
= Edit Vendor v HowDol? 10 xl
YYendar |Eare Motes
oK
J Address Info ] Additional Info ]
Cancel
Company Name' Contact
MHates

|
Mr M I Phae | —
First M ame I M.I.I_ Fi | r ?;Ear;ﬁils
|

Last Mame I Al Ph.
Address Al I:::untactl
E -mail |

Print on Check az

Addrezs Detailz |

m Click Yes to confirm that you want to merge the two items.

@ Thiz name iz already being uzed. *ould you like to merge them?
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LISTS Removing List Items / Making a List Item Inactive

Making a List Entry Inactive (or Active)

List entries on any list that are not used may be made Inactive. This has the effect of hiding them on the list.
Likewise, if you wish to begin using an Inactive entry again, it can be made Active. Inactive list entries may be
viewed on the list using the Show All box at the bottom of each list.

Inactive
When you make a list entry inactive, QuickBooks keeps the information associated with the entry and all

previous transactions using that item/name, but hides it on the list and from any drop-down lists.

Making a List Entry Inactive:
m Display the list that contains the entry you want to hide.
m  Select the list entry.

o, Wendor List = HowDol? M _|O0) x
I arme B alance I
Care Moteg a82.00
Morth Aimerican Mizzion Board 159.00
Oregon Catholic Press 7R0.00
Owen's Photography R2E.00
wiholegale Florist Q.00

Activities ™ | Reporte = [[T Show 4

m Choose Make Inactive from the menu button (Vendor in the example shown) at the bottom of the list.

7o, Wendor List » HowDol? M _|O0) x
I ame B alance I
Care Motez ae2.00
Marth Amencan Mizsion Board 319.00
Oregon Catholic Press FR0.00
Owen's Photography 52600
“Whalezale Flonst .00

i Wendor il Activiies - Feporte = | Show &

Hew Chrl+H
Edit Ctrl+E
Delete Ctrl+Dr
Show sl fendars !

Usze Chrl+LJ
Eind in Tranzactions...

M otepad

Frint List... Clrl+P
Frint 1099z, ..
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LISTS Removing List Items / Making a List Item Active

Active
Making a list entry Active again restores the item/name on the list and makes it available on drop-down lists for
use in transactions.

Making an Inactive List Entry Active:
m Display the list that contains the inactive entry.
m Click Show All. The Inactive entries are indicated by the X symbol to the left.

o, Wendor List * HowDol? M _ [OO) >

M ame B alance I
Care Moteg ag2.00
Morth American Miszion Board 3719.00
Oregon Catholic Press Fa0.0a
Dwen's Photography B26.00
YWhiaolezale Flonst 0.0o

Yerdor = bictiviies ™ Reports I_Eiﬁhnw.ﬁ.lé
3

m Notice that the cursor changes into an X symbol when it is placed in the column to the left. Line up the
cursor X over the X symbol of the entry you wish to activate and click. The X will disappear and the entry
will now be Active.

. Wendor List * HowDol? M _ [OO) =
% I M ame B alance I
Care Motez aaz.00

i hindy Trapp 0.00
Harth Amernican Mizsion Board 914900
Oregon Catholic Press 700,00
Owen'z Photography 526.00
Wholezale Florizt 0.0o

Yendor - Activities = Repaorts - Féﬁhaw.ﬁ.lé

P+, Yendor List * HowDol? W _ (O %
M ame B alance I
Care Motes 28200
Marth American kMizzion Board 315.00
Oregon Catholic Press Fa0.00
Owen's Photography B26.00
YWholezale Flanist 0.00

‘Wendor = | Actviies = Reparts = | [T Show &l

m If the list has sub-entries, click Yes or No to indicate whether you want the sub-entries to be active again.
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LISTS Removing List Items / Deleting an Item

What if | want to see which entries are inactive?
QuickBooks does not show which entries are inactive in a list. To see which entries are inactive, click Show All.
The X symbol will appear in the left column next to the items/names that are inactive.

Deleting an Item

There may be a need to completely remove a List Entry from a list. This may be accomplished as long as the
Entry is not used in any transactions. If there are existing transactions with the item/name used in it, either the
transaction must be deleted entirely or item/name removed or replaced in the transaction.

To Delete a List Entry:
m Display the list that contains the item/name you would like to delete.
m Select the item/name you want to delete.

o Yendor List * HowDaol? - OO0 >
M ame B alance I
Care Motes 282,00
bindy Trapp 0.0a
Marth American kMizzion Board 315.00
Oregon Catholic Press Fa0.00

Dwen's Photograph 52600
M”
Whalezale Flonst .00

Activiies  * | Repots = [T Show Al

m  From the list menu button, select Delete.

o, YWendor List w HowDol? - [Of =
M ame Balance I
Care Motes 3a82.00
kindy Trapp .00
Harth &menican Mizzion Board 15.00
Qregon Catholic Preszs 7R0.00
Dwen's Phatagraph 52600
mm
Whiolezale Florist .00
Vendor ¥ | Adliviies ¥ | FRepots |7 S sl
7 Hew Ctrl+r
Edit Ctrl+E

Make Inactive
Shcw sl Endars

Usze Ctrl+LJ
Eind in Tranzactions...

M otepad

Frint Lizt... Ctrl+P
Frint 1093z, ..
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LISTS Removing List Items / Deleting an Item

m Click OK to confirm that you want to delete the list item.

Delete Yendor |

@ Are yol gure pou want to delete thiz wvendaor?
Cancel |

Other Restrictions on Deleting
You can only delete unused list items.

An item cannot be deleted if it:

m Is used in transactions, including memorized transactions.
m Has an online message associated with it.

m Has sub items.

If an item has sub items, either move the item to another parent account or delete the sub items before you
delete its parent.

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services 4 159 »




M| Contents |[[Terminology|IHIMINININININININININININININ]

LISTS
Editing List Items

Refe

rence Guide

Editing List Items

If any information about an item/name that appears on your list needs to be changed, the information can be

edited.

To edit a list item:

m Display the list that contains the item/name you would like to edit.
m Select the item/name to be edited.
m  From the list menu button, select Edit.

. Wendor List

* HowDol? M _ [OO) =

H ame Balance I

Care Motes

Marth American Mizzion Board
Oregon Catholic Press
Owwen's Photography
YWhiolezale Flaorist

r'-'1ir'll:|'r' Tra [u]

282,00

913.00
¥50.00
52E.00

0.00

........................ Activities

Feports

-

I el

Ctrl+M

Delete ! Chrl+D

Make Inactive
S Sl e rdons

Usze Chrl+L
Find in Tranzactions...
Hotepad

Print List... Chrl+F
Print 1099z...
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LISTS Editing List Items / Printing Lists

m  On the Edit screen, make the appropriate changes.
m Click OK to record the changes.

« Edit Yendor ~ HowDo 2[00 xl

Yendor IM indy Trapp

i 1].4
J Addreszs Info I Additional |nfo ]
Cancel
Compary Name' Contact |
Motesz

Mrsl. | Phone  |333-345-3957 R
Vendar i
FistName | M Fex | et

Laszt Mame | k. Ph, |
Address Mindy Trapp Al Eu:untau:t'
E -mnail |

Frint on Check az

Addresz Details |

Printing Lists

To Print a Copy of a QuickBooks List:
m Display the list you want to print.
m  From the Menu Bar select the File and Choose Print List.

|XEW Edit “iew Liztz Company Customers “endors Employees Banking Beports  Window Help

MNew Compary. . @ m [
Open Campany... exDepnsits Reconcile  Memonzed Feports
Open Previous Company k

E asyStep [ntervisw

Cloze Compary % Vendor List * HowDol? 8 _[Ofx

Switch to Mulb-uzer Mode

Back Up... Car

Festare, Mindy Trapp .

Eejl.s.are " Horth Amencan Mizzion Board 919.00

ltibti=s _ Oregon Cathalic Press 780,00

Accountant's Feview k Owen's Photography 526.00
Wholezale Florist .00

Frint Eormsz ! 3

Printer Setup...
Send Forms r

Achivities = Reports = [T Show &

|Ipdate QuickBooks...
E it Alt+F4
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LISTS Printing Lists

NOTE: When selecting this option, a dialog box will appear informing you of another way to get a copy of the
list that allows you to customize and filter the information that prints out.

m Click OK on the List Reports dialog box. (You may want to check this to not appear again.)

Lizt Reports |

to customize and farmat a report before printing
it. Lizt reparts are available from the Reports
button on the lizt, as well az the main Reports
MEHLL.

@ Y'ou may want to ko lisk reports, which allows you

r EDD mot dizplay this meszage in the future

1].4 [}J Cancel

m  On the Print Lists window verify that the printer settings are correct.
m Click Print.

Print Lists X]|

Jﬁettingsl Fonts ] M arginz I

. Print [: |
Printta:
Frirter; | HP Laser)et 5P on LPT1: =] e | S

[a5011 test file =]

Help
Mote: Ta inztall additional printers ar to change part i
azsignments, uze the ‘\Windows Control Panel. Breview
Orientatiamn: Page Range:
" Portrait = Al

" Pages:

From: |1_ Tu:u:lﬁ

" Landscape

Mumber of copies: |1

[ Frint in color [color prinkers only]

List Reports allow you to print the information that appears on lists along with additional information that does
not appear on the list. The reports can be filtered and customized to your specifications. For more information
on printing detailed list reports, see the Reports section.
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FUND BUDGET Overview

Overview
Budgets are used to track the difference between the projected revenue and expenses and the actual revenue
and expenses. With this information budgets can be adjusted to your needs.

Relationship to the Chart of Accounts

The Chaplain Fund budget is closely related to the QuickBooks Chart of Accounts. The expense accounts
identified during the budget development process must match the expense sub-accounts in the Chart of
Accounts. The Accounting Technician changes the Chart of Accounts (Adding Sub-Accounts) based on
annual budget requirements. It is recommended that you use the Chart of Accounts as your expense account
baseline during the budget development process each year.

Structuring Your Chaplain Fund Budget

The Chaplain Fund budget year runs from 1 October to 30 September. The Accounting Technician enters the
QuickBooks budget once the Wing Chaplain approves the final Chapel Program Plan. Enter Chaplain Fund
budgets by expense sub-account and accounting classification. For instance, in the example below two budget
amounts are entered for the expense account "6421 Sunday School" — one for Protestant, one for Catholic and
one for General. This is where the denominational distinction is made. The same expense sub-account is used
with budgeted funds being applied to the Protestant, Catholic and General accounting classes.

Budget targets are entered in QuickBooks for each month of the year or with one annual amount for the entire
Fiscal Year. To enter one annual amount for the entire fiscal year, enter the entire budgeted amount for the year
(by account and class) in the month of October. Instructions for entering monthly budget amounts are given
below.

Chaplain Fund Budget Targets

QuickBooks allows you to exceed the budgeted funds target. You are encouraged not to change the initial
budget figures just because you exceed the monthly or annual budget targets. It is not necessary to change the
budget when you exceed the targeted amount. The fact you exceeded your budget target documents a need for
increased funding during the next year's budget development process. Changing the QuickBooks budget
information constantly makes it difficult to get accurate annual budget comparison data. However, prior to
exceeding your approved budget target, remember to get approval IAW local operating procedures.

Funding the General Budget

Typically, the general budget includes expenses in support of ecumenical or inter-denominational programs,
base-wide functions like a POW-MIA Luncheon, National Prayer Breakfast, chaplain fund maintenance, and
other expenses in support of the entire chapel or base wide community. The annual general budget target
determines the amount of funding required for general fund operations. It is appropriate to fund the general
budget proportionally (based on annual income) from the other denominational group accounts. No single
denominational group should assume the responsibility for funding the general fund. The Accounting Technician
can transfer funds to the general checking account at different times during the year. If a chaplain fund is very
healthy, a one-time transfer at the start of the Fiscal Year may be appropriate. However, it is important to note
that since this is just a funds transfer, it is not considered an expense for the denominational groups transferring
funds. The Account Managers should consider the amount they must transfer in support of general fund
operations when they develop their own budgets. Checking account interest and non-denominational group
specific donations are deposited into the general checking account.
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FUND BUDGET Overview

The Budget Vs. Actual by Class Report

The Budget vs. Actual by Class Report documents the amount budgeted for all expense sub-accounts and
the actual amount spent. This report is available in the Memorized Reports list. Memorized reports may be
generated to display expense information for individual classes.

Requirements
The projected budgets for the next fiscal year for all budgeted accounts will be needed before you can setup
your budget in QuickBooks.

NOTE: Remember, only Sub-Accounts may be added to the Chart Accounts. If an additional expense
account is required to setup a budget, do NOT create a new parent expense account. Instead, add the new
expense account as a sub-account under one of the existing expense accounts.
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FUND BUDGET Setting Up Your Budget
Setting Up Your Budget

Example

This example shows monthly budgets for sub-accounts created in the Religious Instruction expense account.
When setting up the budget in the data file, we enter chaplain fund budgets by expense sub-account and
accounting classification. For instance, in the example below the budget amounts are entered for the expense
sub-account "6411 Sunday School" in the Protestant, Catholic and General classes.

The following instructions will provide the steps for entering budgets for two of the three classes.

To Set Up the 6421 Sunday School Budget:
m From Company on the Menu Bar choose Set Up Budgets.

#: USAF Chaplain Services - Air Baze - QuickBooks Pro
Fil=  Edit
) ‘? Compary Hawvigator

e Rl b e Buzinezz Services Mavigator

Company Center

Wiew Lists @Byl Customers  Yendars  Employee

Company [nfarmatiar...
Set Up Uszers. ..
Change Your Pazsword...

MI
To Do List

Beminderz
Alerts Manager

m Select the 6400 Religious Instruction: 6420 Curriculum: 6421 Sunday School expense sub-account.

i S5et Up Budgets = HowDol? M _|O) = |

Budget for Fizcal Year Manth B et Save

200102 & | et zo0 |

Account oy 2001 Ok

BA00 - Religious [ngtruction j Dl 200 Cancel
BE210 - Pastoral Literature Expenze
E260 - Supplies Expenze ;

G300 - Contingency Ministy Expenze e

B370 - Services Expenze

E400 - Religious Instruction Expenze
E420 - Cirriculurn
Sunday

E410 - Conferen
G500 - Group Care & Renev Expenze
GEOD - Quality of Life Conce Expenze

G700 - Lay Programs Expenze
E750 - Equipment Expenze
G300 - Humanitarian Expenze

G300 - Financial Program 51 Expensze
7000 - Community Qbzervar Expenze

7010 - Mational Prager 0 Expenze
7100 - Public Relations Expenze

ST

= 7180 - Equiprment Expenze
7200 - Mizcellaneous Expenze
7260 - Supplies Expenze
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FUND BUDGET Setting Up Your Budget

m Select the Protestant Class.

i Set Up Budgets » HowDol? W _|O) x

Budget for Fizcal Year RS Budget Amount Save
|2001-02 B oo |
Account Mow 2001 I L

|E4EIEI- Religious Instruct. . j Diec 2001 I— Cancel

Custaomer.)ob
I j Jan 2002 I Fill Down

Feb 2002 I—

Clazs
P-Pratestant j M ar 2002 I—
< Add New » fpr 2002 I—
1-General P ap 2002 I—

-+ 2-Protestant h Jun 2002 l—
3-Catholic

Jul 2002 I

Aug 2002 I

Sep 2002 I

m Enter the average monthly budget ($500.00) in the field for October.

iy Set Up Budgets  How Dol? - |0 x< |

Budaet for Fizcal *rear b Budget Amount Save
|2001-02 E Oct 2001 [S00.00f
Account Mow 2001 I L

IE#EIEI - Religious Instuct... j Dec 2001 I— Carcel
Customer:.lob |
I j i Fill T
Feb 2002 |— —_
Clazs
|2-Protestant j Mar 2002 I—
Apr 2002 l—
May 2002 |—
Jun 2002 l—
Jul 2002 l—
g 2002 l—

Sep 2002 I
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FUND BUDGET Setting Up Your Budget

m Click the Fill Down button.

iy 5et Up Budgets * HowDol? M _|O) > |

Budget for Fiscal r'ear Manth Budget Amount Save
|200-02 E Oct 2001 [500.00

Account Maow 2001 l— L
|E14EIEI - Religious Instructi... j Diec 2001 I— Cancel

Iliustnmer:an j Jan2002 [ T
i Feb2002 | s

|2-F'r-:|testant j i a0 l—
Apr2ooz [
M ay 2002 |—
Jun2onz [T
Juzooz [T
dugzonz [
Sep2002 [

m Then click OK on the Fill Down screen.

Fill Down

Specify an amount or % to
increasze your mornthiy
budget far the rest of this
fizcal pear.

IEI.I:I?Z Help

Cancel
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FUND BUDGET Setting Up Your Budget
m The budget for the Protestant Sunday School expense is now entered. Click Save to continue setting up the
budget.

iy Set Up Budgets  HowDol? @ _ |0 xl

Budget far Fizcal Year Morth Budget Amount

[200102 H  oet 200 [foooo
Account Miow 2001 IW L
IE#EIEI-Heligiuuslnstructi... j Diec 2001 IW Cancel

CuztomerJob Jan 2002 IW Fil Down

le hd gt . @
|2-F'ru:utestant j et IW
apr200z [soooo
May2002 [sooon
n2002 [soooo
w2002 [soom0
Aug2002 [sonon
Sep2002 [so000 |

m The 6400 Religious Instruction: 6420 Curriculum: 6421 Sunday School expense sub-account remains
as the selected account.
m Select the Catholic Class.

iy Set Up Budgets w* HowDol? @ _ O x |

Budaet for Fiscal rear Manth Budget Amourt Save
je001-02 E Oct2001 |

Account Moy 2001 I L
IEdEIEI - Religious Instruct... j Dec 2001 l— Cancel
Customer:.Job
| - Jan2002 | il Down
Feb 2002 |
Clazs
3 Cathalic B
< Add Mew » Apr 2002 I
1-General May 2002 I
2-Pratestant Jun 2002 I—
Ml Jul 2002 |
Aug 2002 I
Sep 2002 I
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FUND BUDGET Setting Up Your Budget

m Enter the average monthly budget ($400.00) in the field for October.

i 5et Up Budgets w» HowDol? M _|O) > |

Budget for Fizcal rear Manth Budget Amaunt Save
2001-02 E Oct 2001 [a00.00

et Nevzoml [ Ok,
|E¢1EIE| - Religious Instructi... j Dec 2001 I— Eann::_el
Customer.Job |
I j i I— Fill Dawn
Feb 2002 I— _
Class
| 3-Cathalic = Mar2002 [
Apr 2002 I—
May 2002 I—
Jun 2002 I—
Jul 2002 I—
Aug 2002 I—

Sep 2002 I

m Click the Fill Down button.

iy 5et Up Budgets  HowDol? M _|O xl

Budget for Fiscal ear Manth Budget Amount Save
J2001-02 E Oct 2001 [400.00

Account Moy 20017 I L
|E4I:IEI- Religiouz Instruct... j Diec 2001 I— Cancel

Custamer.Jab J fees

I Feb 2002

Clazs

|3-Catholic ] Mar 2002
Apr 2002

May200z [
Junz00z [
Juzooz [
fug2o0z [
Sep2002 [
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FUND BUDGET Setting Up Your Budget

m Then click OK on the Fill Down screen.

Fill Down |

Specify an amount or % to
increasze your mornthiy
budget far the rest of this
fizcal pear.

IEI.I:I?Z Help

Cancel

m The budget for the Catholic Sunday School expense is now entered.
m Click OK on the Set Up Budgets screen, or continue on to the next account or class by clicking Save.

Fiy Set Up Budgets w HowDol? @ _|O xl

Budget faor Fizcal Year E Morth Budget Amaunt

|2001-02 Oct 2001 [400.00

Account ko 2007 |4EIEI.EIEI —DK
|I34I:IEI- Religious Instucti... j Dec 2001 [a00.00 Cancel

Cust Wlob

Ius omerJo J Jan 2002 |4EIEI.|:||:| Fill Loy
Feb 2002 |4I:IEI.EIEI :

Clasz

[3-Catholic 7| | Mer2002 [400.00

Apr2002 [sooon
May2002 [so0o0
Jun2002 [go000
Jul2002  [goo00
Aug2002 [4ooD0
Sep2002 [so000 |
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TRANSACTIONS Purchasing / Enter Bills

The following section describes how to display, enter, edit, delete, find and memorize transactions.

NOTE: In order to run financial reports by denomination, it is imperative that you select a Class on ALL
transactions that involve revenue or expenses, such as deposits, bills and checks.

Purchasing

Enter Bills
Use Enter Bills to show you have made a purchase for which you have not yet paid and will pay later. With this

method, you keep money in your fund for as long as possible. In addition, at any time, you can run reports to
analyze unpaid bills for information such as which vendors you owe and when the payment is due.

To Enter a Bill:
m  From the Vendors Navigator, click the Enter Bills icon.

Yendor Havigator

Vendors

&l

Enter Bills Pay Eills

W -

Shoppin Print
étgmiig Sul.ll:ltPceg 10993

-

Yendors
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TRANSACTIONS Purchasing / Enter Bills

m Click the drop-down arrow next to the Vendor field and select a vendor. (If the vendor is not on the drop-

down list, you can add the vendor by typing in the vendor name and pressing the [Tab] key or selecting
<Add New> from the drop-down list.)

#  Enter Bills * HowDol? W _|O) x
ﬁEreviDus *ﬂe:-:t Eth Histary
@ Bl Credt W Eill Received

vendor Dwen's Photography - | Date 07/25/2001 |
< AddNew > 08/04/2001
Care Motes Yendor .00
Mindy Trapp Wendor
MHorth American Miggion Board - Yendor
Qregon Catholic Press Yendor

+ Owen's Photography YYendor

Meme ™ halesale Flarist Wendar

m Confirm the bill date is correct. If necessary, you can change the bill date by manually typing in the correct
date or by using the Calendar Icon located next to the date field.

# Enter Billz w HowDol? |l _|O)f x
ﬁEreviDus "ﬂext u:t|Hist|:|r_l,l
o Bill - Credit v Eill Recaived
Wendor Owen's Photography - | Date 08/20/2001 &)
Bill Due L August - 2001 -
Su Mo Tu We Th Fr Sa
Arnount Due 1 2 3 4
Terms Tl HEI: Nl:l. 5 E ? E E 1':' 11
— e 12 13 14 15 16 17 18
1EI| 200 21 22 23 24 25
b
e 26 20328 23 0 3
J Expenses $99.00 [ ltems $0.00}
Account Armont bemo Customer./oh E Clazz
93.00 -
hd
Clear Splitz Recalculate Save & Cloze Save & New | Clear |
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TRANSACTIONS Purchasing / Enter Bills

m Click the drop-down arrow next to the Terms field and select a payment term if needed. (If the payment
term is not on the drop-down list, you can add the term by typing in the name of the term and pressing the
[Tab] key or by choosing <Add New> from the drop-down list.)

# Enter Bills = HowDol? @ _|Of =
4@Pieviou:  EPMNext 8 Histary
= Bill ! Credit ¥ Eill Received

endor Owen's Photagraphy -| Date 08/20/2001 |
Bill Due 09415/2001 |

Digcount D ate Amount Dye 0.00
Ref. Mo.

Tems 20 days -

m Enter the total amount of the bill in the Amount Due field.

# Enter Billz w* How

4@ Pieviouz  EP MNewt &4 Hiztary
& Bill T Credi ¥ Eill Beceived
endor Dwen's Photagraphy | Date D8/20/2001 |

Bil Due  09419/2001 @

Dizcount Date

Tems 30 days = Ref. M

m Fill in the Ref. No. and Memo fields if needed.

# Enter Bills * How

4@Pievious B MNewt &4 Histary

&« Bill " Credi ¥ Bill Beceived

Wendor Owen's Photography | Date 08/20/2001 |
Bil Due 09418/2001 |

Dizcount Date Amount Due  33.00

Temns 30 days -| Ref No. 4456334

Memo IGrl:uup Phatagraph|

NOTE: The Ref. No. field is most often used to track the Vendors bill number.
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TRANSACTIONS Purchasing / Enter Bills

m Select the proper accounts under the Expenses tab in the lower half of the window.

b emo IGrn:-up Phatagraph
J Expenses $99.00 ] Items $0.00 ]

Azcount Amnount b e CuztomernJob E Clazz
B100 - Counseling & = 93.00 - v |

B200 - Paztoral Yisitatio k Expenze
E210 - Paztoral Literatur: Expenze
G260 - Supplies Expense

G300 - Contingency Ministry Expense
E370 - Services Expenze

E400 - Religious Instruction Expenze
6420 - Cirriculurn Expensze LI

E421 - Sunday Schor Expense
E410 - Conferences and Expenze
| BR00- Group Care & Renev Expense
GEO0 - Quality of Life Conce Expense

we & Cloze Save &k New | Clear |

G700 - Lay Programs Expenze
E750 - Equipment Expenze
G300 - Hurmanitarian Expense

G300 - Financial Program S0 Expense
7000 - Community Dbzervar Expenze

7010 - Mational Praper 0 Expenze _|
7100 - Public: Relations Expense
7180 - Equipment Expenze -

m  On each expense line needed enter the appropriate Account and pertinent information in the Amount,
Memo, and Class fields.

b ema |I3r|:|u|:| Photograph
J Expenses $99.00 ] Items $0.00 |
Account Arnount bemo Cuztomer.Job @ Clazz

E100 - Counzeling... = | 99,00) 0uting il H-General = |+
< Add Hew »
2-Protestant [\!5
3-Catholic

Clear Splitz Recalculate Save & Cloze Save &k New | Clear |

NOTE: Entering the Class in the Class field is one of the most important parts of entering this transaction,
as it will determine which denomination this expense will track to.
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Purchasing / Enter Bills

While entering the detail information, if you want to start over, click the Clear Splits button. If the detail
information does not add up to the same amount as the total, QuickBooks will not record the bill. If the detail

amount is correct, you can click the Recalculate button to automatically enter the corrected total in the

Amount Due field.

bemo |Gr|:|u|:| Phatagraph

J Expenzes $£99.00

[tems

Account Amount

B100 - Counseling & ...

33.00

R ecalculate

kMemo |I3r|:|up Phiotograph

J Expenzes $99.00 | ltems
Accaunt Armiount
E100 - Counzeling & ... 99.00

Clear Splits |

New button to record the bill and enter another bill.

= Enter Billz

ﬁ Prewvious * Mt

After you have entered the bill correctly, click the Save & Close button to record the bill, or click the Save &

* HowDol? N _ (O] =

& Histary

&+ Bill ) Credit

¥ Bil Received

endor Owen's Photography

| Date 08/20/2001 |

Dizcount D ate

Terms 30 days - |

Bil Due 0941920010 @

Amourt Due  33.00
Fef Mo, 4456334

temao IGrnup Photograph

J Expenses $99.00 ] ltems $0.00 |
Aocount ArmoLint b emo Cusgtomer.)ob E Clazz
B100 - Coungeling & ... 933.00] Outing 1-General -

=l

Clear Splitz Recalculate

Save & Hew | Clear |
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TRANSACTIONS Purchasing / Bill Credits

Bill Credits
Bill Credits are used when a Vendor issues a credit to you against an outstanding bill.

To Enter a Bill Credit:
m From the Vendors Navigator, click the Enter Bills icon.

Yendor Navigator

Vendors

Al |
Enter Eill= Pay Bills

I s
e | o B
m Select the Credit button in the top left corner of the window.
# Enter Billz » HowDol? @ _|Of %
ﬁEreviDus *ﬂe:-:t u:t|Hist|:|r_l,l
MG e
Wendor | Date 08/20/2001 |

Credit Amourt 000
Ref. Ho.

Memo
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TRANSACTIONS Purchasing / Bill Credits

m Click the drop-down arrow next to the Vendor field and select a vendor. (If the vendor is not on the drop-
down list, you can add the vendor by typing in the vendor name and pressing the [Tab] key or selecting
<Add New> from the drop-down list).

#  Enter Billz * HowDol? N _ (O] =
4@ Previouz  EP Mext & Histary
OBl O Credit
vendor [Mwen's Photography - | Date 08/20/2001 g
< Add Mew »
Care Motes Wendor 0.00
Mindy Trapp Wendor
Marth American Mizsion Board  YWendar
Oregon Catholic Press Wendaor

< Owen's Photography Wendaor

Mema Wholezale Flonst

m  Confirm the bill credit date is correct. If necessary, change the bill credit date by manually typing in the
correct date or by using the Calendar Icon located next to the date field.

# Enter Bills w HowDol? @ |O) x
ﬁEreviDus *ﬂext u:hHistu:ur_l,l
CBill % Credit
Vendor Owen's Photography -] Date 08/20/2001 g
- August - 2001 -
Su Mo TuWe Th Fr 5a
Credit Amatint 1 2 3 21
Fef Mo 5 E ¥ 8 98 10 N
— R b 14 15 16 17 18
1'.EI| 23 24 24
b
A % 2 28 29 0 A

m Enter the total amount of the bill credit in the Credit Amount field.

# Enter Bills w* HowDol? @ _|Of %
ﬁEreviDus *ﬂext u:ﬁHistu:ur_l,l

OBl O Credit

Vendor Dwen's Photography -] Date 08/20/2001 |

Credit Amaunt  20.00
Ref. Mo,

bdemo |
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TRANSACTIONS Purchasing / Bill Credits

m Fillin the Ref. No. and Memo fields if needed. The Ref. No. field is most often used to track the Vendors bill
or credit memo number.
m Select the proper accounts under the Expenses tab in the lower half of the window.

Memo IErnup Photograph

J Expenses $20.00 [ ltems $0.00 |
Aocount Armount bl emo Customer:.Job E Clasz
urkurin: 6130 - Othe . ] |~
E190 - Other Sat=

E200 - Pastoral izt

An Expenze
E210 - Pastoral Literature Expenze
B2E0 - Supplies Expenze

E300 - Contingency kinizty Expense
E370 - Services Expenze

E400 - Rehgious Instruction  Expensze
E420 - Cirriculurn Expenze |

E427 - Sunday Schoo Expenze

E410 - Conferences and Expense
EB00 - Group Care & Rener Expenze ve & Close I Save k New | Clear |

BEO0 - Cluality of Life Conce Expenze

E700 - Lav Programs Expenze P efrezh |
E750 - Equiprnent Expense —
E200 - Hurmaritarian Expenze E Sort By | Default ﬂ

E300 - Financial Pragram S0 Expense
F000 - Community Dbzervar Expense

TO10 - Mational Praver O Expensze _|
7100 - Public Relations Expenze
7180 - Equiprient Expenze -

m  On each expense line needed enter the appropriate Account and pertinent information in the Amount,
Memo, and Class fields.

Memo IGru:-up Phaotograph
J Expenses $20.00 [ ltems $0.00 |
Aooount Armount b ermio Custamer.)ob E Clazz

£100 - Counzeling... = | 20.00{Poor Phata Credit Il 1-Gereral > |+
< Add Mew »
2-Protestant [\!3
2-Catholic

Clear Splitz Recalculate Save & Cloze Save &k New I Clear |

NOTE: Entering the Class in the Class field is one of the most important parts of entering this transaction,
as it will determine which denomination this expense will track to.
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TRANSACTIONS Purchasing / Bill Credits

m  While entering the detail information, if you want to start over, click the Clear Splits button. If you find the
detail information does not add up to the same amount as the total, QuickBooks will not record the bill credit.
If the detail amount is correct, you can click the Recalculate button to automatically enter the corrected total
in the Amount Due field.

m After you have entered the bill credit correctly, click the Save & Close button to record the bill credit, or click
the Save & New button to record the bill credit and enter another bill or bill credit.

# Enter Bills w* HowDol? |8 _ [Of %
d@Previous P Next &y History

OBl O Credit

Wendar Owen's Photography | Date 08/20/2001 |

Credit Amaunt  20.00
Fef. Mo, 4456334

ema |I3r|:|u|:| Photagraph

J Expenses $20.00 ] Items $0.00 |
Aocount Amount b emo Custamer.)ob E Clazz
E100 - Counzeling & ... 20.00{Paoor Phato Credit 1-General o

hd

Save & Mew | Clear |

Clear Splitz Recalculate
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Purchasing / Pay Bills

If you entered a bill, use the Pay Bills window to pay the bill. Do not use the Write Checks feature or the Bank
Account Register to record payment for the bill. QuickBooks writes the check for you when you use the Pay
Bills window. If a check is written from the Write Checks feature or from the Bank Account Register to pay
the bill, the bill will remain in QuickBooks as Unpaid. Not only is it faster to pay bills through the Pay Bills
feature, QuickBooks uses this feature to know how much has been paid on each bill.

To Pay Bills:

m From the Vendors Navigator, click the Pay Bills icon.

Yendor Navigator

Vendors

Enter Billz

m  You can Show bills by selecting Due on or before or to Show all bills. If you select the Due on or before
option, you can manually enter a date or select a date using the Calendar Icon.

- Pap Billz

Show bills

— Select Billz to be Paid

= Due on or before
™ Show all billz

08/05/2001 B

J Date Due

Yendor

04410/2007 |Care Motes
044042001 [Dregon Cathol
06112001 |Care Motes
0671142007 |Morth America
06/11/2001 |Qwen's Photo.

* Augiist - 2001 -+
Su Mo Tu We Th Fr S5a

1 2 3 4
5 & 7 8 910 M
12 13 14 15 16 17 18
19 20 21 22 23 24 5
25 27 28 29 ;W A

L= |

[ Y s Y s Y s R e |
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TRANSACTIONS Purchasing / Pay Bills

m Select the bills you want to pay by clicking in the column to the left of the bill. A check mark will appear next
to each bill you have selected. If the Amt. To Pay column does not display the amount you plan to pay; you
can manually enter the correct amount into that column.

- Pay Bills * HowDol?
— Select Billz to be Paid
'
Show bils Cue on or before IDE;DEQD[H E .
" Show all bills SartBill: By |Dyz Date ﬂ
o  Date Due Yendor Ref. Mo, Disc. Date Amt Due Disc. Uged  Creditz Used Amt. To Pay
04/10/2007 |Care Motes 5A0.00 Q.00 0.00 0.00 =
0410/2007 [Oregan Cathal... Fa0.00 Q.00 0.00 0.00
06/11/2001 || amzoo| o000 000U
06/11/2007 |Morth America... 319.00 Q.00 0.00 L\} 0.00
06/17/2007 |Owen's Phata. . 526.00 Q.00 0.00 0.00

m Inthe Discount & Credit Information section, you can view the bill, set a discount, or use any credits
available from this vendor.

. Pay Bills w* How Dol?

— Select Billz to be Paid

Cleaiils " [iue on or before IDEFDEHEDD‘I @

" Show all bills Sort Billz By IDue Diate j
J Date Due YWendar Bef. No. Digc. Date Amt Due  Digc. Used Creditz Uzed Amt To Pay

0410/20070 |Care Mates BR0.00 0.00 0.00 Q.00 =

040/2007 (Oregon Cathal... Fa0.00 0.00 0.00 0.00

'/ los/ 1172001 [ s em| oo oo

06/17/2007 |Morth America... 319.00 0.00 0.00 0.00

06/17/2007 |Owen's Phata. .. 52600 0.00 0.00 0.00

Totals 3.077.00 200.00

— Dizcount & Credit Infarmation for Highlighted Bill

Yendor Care Notes Termns Mumber of Creditz 1]

Bill Ref. Mao. Sugg. Dizcount 0.00 Taotal Creditz Available 0.00

Go ko Bl | Set Creditz |

= T E P BN L e L] = SR
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TRANSACTIONS Purchasing / Pay Bills
#: Discount and Credits
— Eill
Wendor Care Motes Amount Due 33200
Ref. Mo Dizoount Uzed 20,00
D ate 061142007 Credits Used 0.00
Original &mt. 33200 Amt, To Pa 3200
J Dizscount I Creditz I

Dizcount Date

Terms

Suggested Dizcount .00

Amount of Dizcount I 20.00

Discount Account | rl:\g j

Done | Cancel | Help

m Select the account to use to make the payment from in the Payment Account field, the payment method in
the Payment Method field and the Payment Date. If you plan to print the bill payment checks, select To be

printed.
— Digcount & Credit Infarmation for Highlighted Bill
Wendaor Care Notes Terms Mumber of Credits 0
Bill Ref. Mo Sugg. Dizcount 0.00 Total Credits Available 0.00
Gota Bill | Set Digcount | Set Creditz |
— Pavment Accont Faument tethod Fapment Date
; - . - & Ta be printed
|1 000 - Checking:1010 - General IEheck ﬂ : 4 0815/2001 E
Ending Balance 1.800.0 ™ fzsign check no.
Clear Selections FPap & Cloze Pay & Hew | Clear |
T awes giving you headaches? Let TurboT 2@ guide vou through pour taxes.

m Repeat these steps for as many vendors as you want to pay at this time. QuickBooks will create one

payment for each vendor. Multiple bills for the same vendor will be paid with one transaction (Bill Pmt.
Check).
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TRANSACTIONS Purchasing / Pay Bills

m After you have confirmed all information to be correct, click the Pay & Close button to record the payment
(s), or click the Pay & New button to record the payment(s) and enter more.

- Pay Bills w How Do l?

— Select Billz to be Paid

Show hills " [ue on or before IDEHUEHEDW E

™~ Show all bills Sort Bilz By [pLe Date ﬂ
J Date Due Yendor Fef. Mo, Disc. Date Amb. Due Digc. Uzed  Credits Uzed Amt. To Pay
041042007 |Care Motes BR0.00 0.00 Q.00 0.00 =
041042007 |Oregon Cathal... Fa0.00 0.00 Q.00 0.00
0641742007 |Maorth America... 319.00 0.00 Q.00 0.00
06417142007 |Owen's Phata... B26.00 0.00 Q.00 0.00
Totalz 307700 200.00
— Dizcount & Credit Information for Highlighted Bill
Wendor Care Motes Terms MHumber of Credits 0
Bill Fef. Ha. Sugg. Dizcount 0.00 Total Credits Axvailable 0.00
Goto Bill | Set Dizcount | Set Credits |
— Pavment ficcount —————————— — Payment Method Fayment D ate
[1000- Checking 1010 General | ¥ | [Check [ pied REET |

Ending Balance 1. 800.00 ™ Assign check no.

Clear Selections Bay & Mew | Clear |

T axes qiving pou headaches? Let TurboT ax quide vou through pour bases.

What if | enter a bill and accidentally pay the bill by creating a check in the Write Checks feature or from the
Bank Account Register?

You must locate the check and Delete it after making a Backup. Then use the Pay Bill function to properly
handle the Accounts Payable entry.

NOTE: The First Step whenever you are about to Delete a transaction is to: Make a Backup of your data
file.
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TRANSACTIONS Purchasing / Pay Bills / Finding a Check

Finding a Transaction:
m Locate the Check written to pay the bill. To accomplish this you can use the Find feature.
m From the Edit menu select Find.

B2 USAF Chaplain Services - Air Base
File WXsl@ “fievwe Listz= Company Custor

2 el 2 [Etr{+e
ke LEvEr
[0 [Ekr{+
Copy Account Chrl+C
Easte [EEriEed
Edit Account Chrl+E
Mews Aocount Chrl+r
Delete Account Ctrl+Dr

Make Account Inactive

Show Al Accounts

Re-zort List

Ilze Register Ctrl+R

I1ze Calculator

Freferences... l!|

= HowDol? @ _|O) x
it e e Current Choices Find
Filter Account
a Filter Setto Cloze
Amount — I"':'"" accounts j Pasting Status | Either
ﬁ'ate | Irelide saltidetaiy Resel
il
Memo il
M ame o lres
Mumber ] Eor detail accaimte matehing
TranzactionType - |.-’-'-.II J— j
Date Tupe Murn M ame Account Merno Aot GoTo
Hepart

m Select the appropriate filter from the Filter list.
m Define the parameters for the filter you selected in the section to the right of the filter list. For example, you
can narrow your search by filtering for an amount, vendor name, and transaction type.
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m Click the Find button after you have made all of your filter selections.

— Chiooze Filter

Filter

Accaunt
Aot
Date
[tem

b ermo
M ame
MHumber

TranzactionType

:l | Check

Transacton] ype |ﬂ

Reference Guide
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Purchasing / Pay Bills / Finding a Check

Current Choices

 HowDol? @ - |0O0) x

Filter

Set to

Cloze

TranzactionT ype

Check,

Fosting Status

Either

Drate

Muim [ ET

Type

Account

kema

ArmoLint

Fiezet

(57 i

BTt

m If you see the transaction you want listed at the bottom of the window, double-click the transaction or select
the transaction and click the Go To button to open the transaction.

* HowDol? |l _ O] x
FiRiEile Current Choices FEitd
Filter TranzactionType
- Filter Setto Cloze
Armaunt j IEHE':k ﬂ Trangaction Tvpe| Check
Drate Posting Status  [Either Reszet
[tem
Mernio
Marne
MHumber
TransactonT ype |;|
| Date Type Hum Mame Account ko Arnaount
0373172001 [CHK 1 Mindy Trapp 1000 - Chec| -500.00 . :
03/31/2001  |CHE Mindy Trapp | 3000 - Openiny A00.00 Repart |
051042001 |CHE Wholesale 1100 - Savin -124.50
051052001 |CHE Wholezale Flog 3000 - Openiny 124.50
#/06/2001 [CHE Care Notez {1000 - Chec| -170.00
07/06/2001 |CHE Care Motez | 3000 - Openiry 170.00 Murmber of
0770672001 |CHE 1 1000 - Chec -390.00 matches: 8
07/06/2001  |CHE 3000 - Openiry 330.00
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Purchasing / Pay Bills / Finding a Check

4@Pevious B Nest 5Pt -

w» HaowDol?

= |Of =

Bank Account |1 000 - Checking: 1030 - Cathalic j Ending Balance

8.375.00

Mo,
Pay tothe Order of  Care Maotes

-

Date 07/06/2001 G|

$ 170.00
DnehundrEdSEVEHt}IandEIEIII,I'“:":IxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxDD"arS

Care Motez

J Expenses $170.00 | Items 30.00 | I™ Tohbe printed
Aocount Aot hemo Cugtomer.)ob E Clazz
BO00 - “Worzhip & Fe ™ | 170.00 Il x|~
Clear Splitz Recalculate Save & Cloze Save &k New | Revert |

FREE! 30-day trial when wou zign up for QuickBooks Online Backup S ervice,

m [f this is the transaction you are looking for you may close the Find window.
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TRANSACTIONS Purchasing / Pay Bills / Deleting a Check

Deleting the Check:

m After finding the check, either print a copy of the check on a blank sheet of paper or write down the details of
the check.

m Click the Edit menu and select Delete Check.

B2 USAF Chaplain Services - Air Baze

File WXs[W "fiew Liztz Company Custome

Unda Typing Chl+£
wiite  Oevert

Cut Chrl+4

Copy Chrl+C

Pazte Clrl+4

MHew Check Chrl+M

Delete Check h Crl+D

Mermarize Check. Chrl+t4
Woid Check.

Copy Check Chrl+0
Go Tao Transfer Chrl+
Tranzaction Histary... Crrl+H
Show List Chrl+L
|1z Register Chrl+F
MHotepad

Change Accaunt Calar. ..

Ilze Calculator

Find... Chl+F

Preferences. ..

m Click OK to delete the check in the Delete Transaction window.

Delete Tranzaction |

@ Are pou sure you want to delete this tianzaction?

Cancel |

m Access the Pay Bills feature to pay the bill.

&2 USAF Chaplain Services - Air Base -

File Edt “iew Listz Company Custome

2l e G

Wiite Checks  Enter Bill:  Pay Bill Make\DE

| Pay Bills
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Write Checks

If you receive bills, AND do NOT enter the bills into QuickBooks, but pay them immediately, use the Write
Checks feature.

To Enter a Check:
m From the Banking Navigator, select the Checks icon.

Banking Mavigator

Banking

Checks

— B ———

Online p _
Eanking {
4 _“: —f g
ﬂ Transfer Funds Reconcile
[eposit %

Eredlt Card
Charges

m Confirm the Bank Sub-Account is the one you wish to record the check in.

= Write Checks - General

@Previous B Next <HPint -

Bank Account [1000 - Checking 1010 - General j Ending B
< Add Mew » =
1000 - Checking Bank.
10110 - General ) anlk,
Pay to the 0) 1020 - Protestant B ark E L
1030 - Catholic B ark
1040 - Jewizh Bank. -
1100 - Savings Bank
1110 - General B arik
Address 1120 - Protestant B ark
1130 - Catholic B ark
11207 - CD Account Bank,
1200 - Petty Cazh Bank

b emo

NOTE: DO NOT use the main 1000 Checking account. Select one of the checking sub-accounts (1010,
1020, 1030...). If the expense is not specific to ANY denomination, use the 1010 — General Sub-Account.

m Verify that both check number and the date are correct.
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Click the drop-down arrow next to the Pay to the order of field and select a name. (If the name is not on
the drop-down list, you can quick add the name by typing in the name and pressing the [Tab] key or

selecting <Add New> from the drop-down list.)
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= Write Checks - General w* HowDol? @ _ |O0f =
«Erevinus *ﬂe:-:t ﬁ Print -
Eank &ccount |1EIIIIIII- Checking: 1010 - General j Ending B alance 2.000.00
Mo 12345
Date 08/20/2001 |
Pay ta the Order of |Jregon Catholic Press - | $ 000
< Add Mew » Diollars

Oregon 0 Care Mates
tindy Trapp

Address r
< reg I
Owen's Photography
YWholegale Florist

u:urth .-’-'-.eriu:an bl izzi

Wendor
Wendor
W erndor
Wendor
Wendor
Wendor

Enter the total amount of the check in the amount field, verify the address information is correct and fill in the
Memo field as needed. If this check is to be printed, ensure to select the To be printed checkbox in the

middle right side of the window.

= Write Checks - General » HowDol? @ _|O) x
§@Peviou: EpMNewt £HPint -
Bank Account |1 000 - Checking: 1010 - General j Ending Balance 2 000,00

Pay to the Order of  Oregon Catholic Press

-

Ninet-lrl_nineandI:II:III,I‘II:II:IxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxDD"arS

Mo, ToPrint
Date 08/20/2001 |
$ 99.00

Oregon Catholic Press

Addrezs

b emo Optional memd

J Expenses

$99.00 ] Items

$0.00 ]

¥ To be printed
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m Select the proper accounts under the Expenses tab in the lower half of the window. On each expense line
needed enter the appropriate Account and pertinent information in the Amount, Memo, and Class fields.

= Write Checks - General w* HowDol? @ _ (O] =%
ﬁEreviDus *ﬂe:-:t ﬁ Frint -
Bank &ccount [1000 - Checking: 1070 - General j Ending Balance 2.000.00
Mo, Ta Print
Date 08/20/2001 |
Fay to the Order of  Oregon Cathalic Press - ¥ 99.00

Ninet-lrl_nineandI:II:III.I‘II:":IxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxDD"arS

Oregon Catholic Press

Address

Memo Optional mermao

J Expenses $99.00 ] ltems $0.00 | W Ta be printed
Aocount Amount bl emio Customer.Job E Clazz
G000 - YWoaorship & Reli... A0.00 1-General -
G200 - Paztoral Wisitat... 43.00 1-General
Clear Splitz Recalculate Save & Mew | Clear |

Strearmling financial tazks with the only checks, forms and supplies quaranteed o wark with QuickBooks,

NOTE: Entering the Class in the Class field is one of the most important parts of entering this transaction,
as it will determine which denomination this expense will track to.

m  While entering the detail information, if you want to start over, click the Clear Splits button. If the detail
information does not add up to the same amount as the total, QuickBooks will not record the check. If the
detail amount is correct, you can click the Recalculate button.

m  After you have entered the check correctly, click the Save & Close button to record the check or click the
Save & New button to record the check and enter another.
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Printing Checks (for Bill Payment Checks or Write Checks)
When you click Save & Close from the Pay Bills feature, QuickBooks creates a check for each Vendor selected
in the Pay Bills feature. The same happens when you close out of the Write Checks function. If To be printed
was selected, the checks will be queued to be printed in this next step.

To Print Checks:
m  Ensure that your printer is setup in Windows.
m Insert one or more blank checks into your printer paper tray.

m From the File menu, click Print Forms and then select Checks.

MHew Company...

Open Compary...

Open Previous Company
EazyStep |nterview
Cloze Campany

Switch to Multi-uzer Mode

= USAF Chaplain Services - Air Base - QuickBooks Pro
48 Edit “iew Listse Company Customers “endors Employee

G B

e Depozits - Reconcile ke

Back Up...

Bestore. ..

Utilities

Accountant's Fewview

Print Report....

Print Earmz

Clrl+F

Piner Setup. T
Send Forms * Credit Memos..!
Irvoices. ..
|Ipdate QuickBooks. . T
tailing Labels. ..
Exit Alt+F4 aling =anes

Purchaze Orders

Salez Receipts...

1093s...

r Bill Payrment Stubs. . |

m Click the drop-down arrow next to Bank Account and be sure the main #1000 — Checking account is
selected. All checks MUST be printed out of the main checking account to keep the check numbers
accurate.

Select Checks to Print

Bank Account

Select Checks to

o

Drate

o

05/20/200

Jh000 - Checking -
< 1000 - Checking B ank
1010 - General Bank
1020 - Protestant Bank.
1030 - Cathalic Bank
1040 - Jewizh Bank
1100 - Savings Bank
1110 - General Bank
1120 - Protestant Bank
1130 - Cathalic Bank

11307 - CD Account Bank,

1200 - Petty Cazh Bank

First Check Mumber I‘I

oLk

33.00

1] 8

=]|

Cancel

Help

Select Al

Select None
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TRANSACTIONS Purchasing / Printing Checks

m First Check Number — This number should match the first check number inserted into your printer. To
change the check number, click in the field next to First Check Number and manually type in the correct
check number.

m By default, each check is selected for print. You can de-select checks that will be printed later, by clicking
anywhere in the row of each check. De-selecting a check will un-mark that check and remove the check
mark located to the left of the Date column.

Select Checks to Print

Bank Accaount |1 000 - Checking j First Check Murnber |1 (1] 4
Select Checks to print, then click OF. Cancel
< D ate FPapee AmoLint
< | 08/20/2001 Oreqon Cathaolic Press 93.00 Help
Select All
Select Hone
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Entering Credit Card Charges

The credit card can be the most effective and efficient method of handling Chaplain fund purchases. Normally,
you have three different transaction options (individual purchase, phone ordering and online purchasing). No
other purchase method provides the fund with a comparable degree of purchasing flexibility and is actually
mandated over purchase orders. Keep in mind to always enter your credit card charges on the dates they occur
as it aids in keeping your accounts payable, expenditures and fund liabilities (debt) current.

When using a credit card to make purchases, we recommend that you use the Enter Credit Card Charges
feature to track these purchases in QuickBooks.

To Enter a Credit Card Charge:
m From the Banking Navigator, select the Enter Credit Card Charges icon.

Banking Havigator

Banking
Checks
_I I.
Online ) _
EBanking !
: - g ="
ﬂ Transter Funds Recancile
Deposit
P
Credit Card
_LCharges J

m Select the Credit Card sub-account and cardholder you wish to use.

®_ Enter Credit Card Charges - Protestant IMPAC

4@Previou: P Mext

Credit Card |25EIEI - IMPALC: 2510 - General IMj Ending Balance 915.00
< Add New -

Ref Mo.

Purchast -enn . Mpac Credit Card
2810 - General IMPAC  Credit Card

28101 - H. Lewis Credit Card k
& Cred 2520 - Protestant IMPAC Credit Card
25830 - Cathalic IMPAC  Credit Card

AMOUNT 000
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m Select a name from the Purchased From field. (If the name is not on the drop-down list, you can quick add
the name by typing in the name and pressing the [Tab] key or selecting <Add New> from the drop-down

list.)
¥*_ Enter Credit Card Charges - Protestant IMPAC
ﬁEreviDus *ﬂe:-:t
Credit Card {2500 - IMPAC:2510 - General [M j Ending Balance 915.00
Purchazed From  Maorth American Mizzsion Board | | Fef Mo,
< Add Hew »
% Charge
= Credit Care Notes Yendaor
Mindy Trapp " endor
« North Amencan Migzion Board  Wendor
Oregon Catholic Press Yendor k o0
hwen's Photography Yendor
| “haolezale Florist Yendor

m Enter a reference number if needed.

NOTE: The Ref. No. field is most often used to track the Vendors bill number.

m The transaction defaults to Charge. (If a credit needed to be entered, you would change the default to
Credit.)

¥ Enter Credit Card Chargesz - Protestant IMPAC » HowDol? @ _|O) x

d@Pevious  EPNest

Credit Card IEEEIEI- IMPAC:Z510 - General IMj Ending Balance 915 00
Purchased From  Morth American Mission Board = | Fef Mo, BHEI3

DaTE 08/20/2001 &

AMOUNT | 000

¥ Enter Credit Card Charges - Protestant IMPAL * How Daol?
d@Previous =P Nest
Credit Card |25EIEI IMPAC: 2510 - General IM j Ending Balahce 915.00

Purchaszed From  Morth American Mission Board = | Fef Mo, 59E93
DATE 08/20/2001 |

AMOUNT | 0.00
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m  Confirm the date is correct.
m Enter the total amount of the charge/credit in the amount field and fill in the Memo field as needed.

¥ Enter Credit Card Chargesz - Protestant IMPAC » HowDol? @ _|O) x
@Frevious S Nest
Credit Card {2500 - IMPAC: 2510 - General IMj Ending Balance 915 00
Purchazed From  Morth American Mission Board = | Fef Mo, 59692
&% Charge DATE 08/20/2001 E
" Credi
AMOUNT | 193.00
Memo  |Dptional Memd]

m Select the proper accounts under the Expenses tab in the lower half of the window and enter the
appropriate information in the Amount, Memo, and Class fields.

J Expenses $199.00 ] Items 30.00 |
Azcount Amnount b emo CuztomenJob E Clasz
6100 - Counzeling... ™| 193.00 i H-General = |=
Clear Splitz Recalculate Save & Cloze Save &k New | Rewvert |

NOTE: Entering the Class in the Class field is one of the most important parts of entering this transaction,
as it will determine which denomination this expense will track to.
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m  While entering the detail information, if you want to start over, click the Clear Splits button. If you find the
detail information does not add up to the same amount as the total, QuickBooks will not record the
transaction. If the detail amount is correct, you can click the Recalculate button.

m After you have entered the credit card charge correctly, click the Save & Close button to record the charge
or click the Save & New button to record the charge and enter another.

F_ Enter Credit Card Charges - H. Lewis w HowDol? @ _|O0) x
d@Peviou: =P Next
Credit Card |25EIEI- [MPAC: 2510 - General Ij Ending Balance 400,00
Purchazed From  Marth American Mizzion Board - | Fef Mo, 55698
% Charge DATE 08/20/2001 |
~ Credi
AMOUNT | 138.00

temo  |Optional Mema

J Expenses $199.00 ] Itemns $0.00 ]
Account Amnount bl ernio CuztomerJob @ Clazs
E100 - Counseling & ... 199.00 1-General -

El

Save & Mew | Rewvert |

Clear Splitz Recalculate
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1099’s

Yearly (Jan—-Dec), if you have paid a contractor or paid honorarium(s) to an individual exceeding $600.00, you
are required by the IRS to report the actual amount exceeding $600.00 (consult the IRS for $$$ amount). There
are two forms used by Chaplain Service funds for reporting payment to individuals, whether by an honorarium or
contract. The form completed for individuals is called Form 1099-MISC, Statement of Miscellaneous Income.
There is another summary sheet that verifies the total amount of dollars and number of individuals to whom
money was paid. This summary sheet is called TD Form 1096. Obtain these forms by calling the IRS 1-800
number or you can purchase the laser printer version at a local office supply store.

NOTE: For this year only, the generation of 1099-MISC forms will be a bit more complex. The vendor
information from Jan 1, 2001 up until your Start Date can be located in your old data file. Information from
your Start Date through December 31, 2001 will be located in this new data file. Providing that Vendors were
set up correctly in the old data file, you should be able to run 1099 reports in your old data file and combine
those amounts with 1099 report information from the new data file. Keep in mind that when reporting the
total amount paid to any vendor, you need the total amount paid from Jan 1 through Dec 31.

If Vendors were NOT set up to track 1099 amounts in the old data file, locate the expense account in your
chart of accounts that you paid contractor(s) and honorariums from and manually calculate the totals that
exceed $600.00 or whatever the limit the IRS determines.

You can track 1099 categories in these types of accounts:
Expense

Other expense

Other current asset

Fixed asset

Other asset

Other current liability

Long-term liability

Many organizations report amounts only for Box 7: Non-employee compensation. After setting up QuickBooks
to track 1099-MISC information, when you make a payment to a 1099 vendor, QuickBooks automatically adds
the amount to the total you must report on the vendor's 1099-MISC form. You can view your 1099-related
payments by creating 1099 reports. These reports can be located by clicking on Reports on the menu bar at
the top of the screen. Then choose Vendors and Payables. You will see the 1099 reporting options. After
verifying that the reports include the right vendors and cover the right accounts, you can print 1099-MISC forms
for your vendors on preprinted forms.
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Setting Up for Reporting Payments on 1099-MISC Forms:
m From the Edit menu, select Preferences. (Only the Administrator can access this Preference.)

B2 USAF Chaplain Services - A
File Qs “fiew Lizts Company

{18 i e
\wiite eV

[zt i ket

[EmmEy [t

Easte [t

bl emarize Ctrl+hd

Ilze Register  Chil+R
Refresh Report F5

I1ze Calculator

Find... Clrl+F

m Scroll down the list of Preferences, on the left side of the screen, and select the Tax: 1099 preference.

Preferences |
= J My Freferences I Company Preferences I ok
Sales & Cancel
Cuztormers
There are no personal preferences for Tax: 1099 Help
Sales Tax Default
@ Alzo See:
Send Forms General
Paurall and
Employees

Tracking =
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m Click the Company Preferences tab from the top of the screen.

Preferences |
@ AI [ by Preferences I Qumpwy Preferences I oK
Sales & Cancel

Customers Do pou file 1093-MISC forms? Mo Help
Diefault
1093 Categor Account Threzhold =
Rents
Box 2 Royalties MNane 10.00 Also See:
Bowx 3 Other lncome Mone 0.00 Eerers
Bow 4: Federal Tax Withheld Maone 0.00
Box 5 Fishing Boat Proceeds Mone 0.00 E'E'-"'ri:'" and
Box B Medical Payments MHone Q.00 et
Box 7 Monemploves Compenzation Mone GO0.00
Box 8 Substitute Paymentz Mone 10.00
Box 3 Direct Sales Mone 5,000.00
Box 10: Crop Insurance Proceeds Mone 0.00
Box 13 A: Legal Services Proceeds Mone n.00
A | |

m There are thirteen 1099 Categories to choose from. For each 1099 category you report to the IRS, select
the QuickBooks account you use to track 1099 vendor payments and the minimum (threshold) amount you
must report to the IRS.

Preferences
@ ‘I l by Preferences I Company Preferences I (1] 4
Sales & Cancel
Customers Do you file 1093-MI5C fams? % Yes " No Help
Drefault
Sales Tax 1093 Cateqgory Account T hreshold =
Box 1: Rents Mone B00.00 =~
@ Box 2 Raovalties More 10.00 Also See:
Send Forms Bow 3: Other Income Mone n.on EEreia
Box 4: Federal Tax Withheld Mone n.on
@ Box 5: Fizhing Boat Proceeds Mone 0.00 Ea-'f"i:'" and
& el Bow B: Medical Payments Mone n.on Wl
peling : 7 Monemployee Compenzation IHE J: EDD.DE‘
Bow 8 N T 1000

Substitute Payments

one

Bow 3 Direct Sales Mone 5.000.00
Box 10: Crop Insurance Proceeds Mone n.on
Box 13 A: Legal Services Proceeds MHaone 0.0

Time
Tracking =
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NOTE: The Threshold amounts listed have been pre-determined by the Federal Government but can be
changed, if necessary.

m If you track 1099 vendor payments in more than one QuickBooks account, identify each account by
choosing Selected accounts from the top of the Account list.

m  An account can belong to only one 1099 category. For example, if you set up an expense account named
7250 - Payments to Subcontractors and you have selected it to track the 1099 category Non-employee
Compensation, you cannot use Payments to Subcontractors for any other 1099 category.
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Deposits

Depositing Chaplain Fund Income

Fund offerings are deposited into the sub-checking account for which the offerings were collected. For instance,
Protestant Worship Service offerings are deposited into the Protestant sub-checking account, (#1020).
Typically, there will be one deposit screen for each denominational group’s offerings, using the designated sub-
checking account for each.

Income Accounts used for Offerings and Deposits:
m  Regular Contribution

m Designated Contribution
m  Activity/Organization Contributions

Fields on the Deposit Window:
m Received From (Customer:Jobs) - Identifies the source of income. Create a customer: job for each source

of income. For example: 0830 Liturgical Service, 1000 Catholic Mass, Sunday School, Youth Group
Fundraiser, and CWOC Bake Sale. Entries in the customer: jobs list are used repeatedly.

From Account — Indicates the income account the offering is being tracked to.

Memo - Use this field to record attendance figures or to annotate bank correction information.
Check No./Payment Method — These fields do not apply to fund offerings.

Class — Identifies the denomination that the deposited funds came from.

Amount - Enter the amount of the offering in this column.

After all of the offerings are entered on the make deposit screen, print the deposit and attach the deposit
documentation. This report serves as the official deposit record for the weekend.

To Enter a Deposit:
m From the Banking Navigator select the Deposits icon.

Banking Havigator M=l E3

Banking Mavigators
; Related Activities
Checks ‘iltl Create a Mew Account. .
- é Print Checks...
BDnIIian y _
anking f =
ﬁ_ —_— ;11 ‘___’ Set Default Account Preferences. .
Tranzfer Funds Reconcile F‘,?‘.: Mizsing Check Fepart..
% Memorized Reports  _Help
I:r'edlt Card
Charges Banking j
e — I ﬂ- -: -"IA"._ . -
Check  Make Journal  Chart of 0 aﬂ Check Detail
B ake Journa art o rder : ;
Reqister Entry Accounts Checks Depasit Detail
1
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m  From the Deposit To drop-down list; select the bank sub-account you would like to deposit to.

Ll Make Deposzits W HowDol? @ _|O) x
'ﬁEreviDus ﬂﬂext ﬁF’rinﬁ - Fayments
Deposit To [1000 - Checkin»|  Date [08/20/2001 @]  Memo [Deposi
< Add Mew »
LClick Payme igt any other amounts to
depozit beloy 1000 - Checking B ank.
: + 1010 General
Received F 1020 - Pratestant Eank k . Class Arnount
1030 - Catholic Bank =
1040 - Jewizh Bank,
1100 - Savings Bank,
1110 - General Bank.
1120 - Protestant Bank
1130 - Catholic Bank,
112301 - CD Account Bank,
1200 - Petty Cazh B ank.
I I I I LI

Deposit Subtotal

To get cazh back from this deposit, enter the amount below.  Indicate the account
where pau want this money to go, such as yowr Petty Cazh account.

m Enter the correct date and optional memo.
m Select the source of income in the Received From column.

L1 Make Deposits  HowDol? @ - |O) x

ﬁErevinus ﬂ'ﬂe:-:t ﬁP‘rinﬁ - F'aj,lments
Deposit To [1000- Chec.. | Date [08/20/2001 @]  Mema [Deposi

Click Payments to select customer payments that you have received. List any other amounts to
depozit below.

Recemned Fram  From Account kMemo Chk Mo, Pt Meth. Clazs Armount
[onation = -
< Add Hew »
0315 Catholic Mazs Customer.Job
0300 Pratestant Service Customer.Job
1945 Protestant Service Cuztomer.Job
1115 Cathalic Mazz Custamer.Joh
1700 Cathalic b azz Customer.Job ﬂ
1t Communian Customer.Job
15t Reconciliation Customer.Job Depasit Subtatal
Confirmation Customer.)ob

+ Dlonation Customer:Job . Indizate the acoount
Easter Lilly Donations Cuztomer.Job acoount.
rity Service Cuzstomer.Job
'outh Ministny Contract Customer.Job R LR R
Care Motes “endor I
bdindy Trapp Wendor
Morth American Mizzion Board  Wendor Depogit Tatal
Oregon Catholic Press Yendor
Owen's Photography Yendor
YWholezale Flonst Wendor I Save k New I Clear |
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Select the appropriate income account in the From Account column.

fil Make Deposits

°ﬁErEWinus lﬂﬂe:-:t ﬁF‘rinﬁ - F'a_l,lments
DepositTo [1000- Chec.. = Date [08/20/2001 @]  Mema [Deposi

Click Payments to select customer paymentz that vou have received. Ligt any other amountz to
depogit below.

Recered Fram  From Accaunt bemo Chk Mo, Pt Meth, Clazs
* | 4100 - Dezig [

2000 - Accounts Payable  Accounts Payable
2500 - IMPALC Credit Card

2010 General IMPAC  Credit Card

2520 - Protestant IMPAL Credit Card

2530 - Catholic: IMPAC  Credit Card
3000 - Opening Bal Equity  Equity
3300 - Retained Earnings: Equity LI
4000 - Regular Contribution [ncome

S [=1 E3

Amiount

- Designated Contribu h
4200 - Organizational Acty [Roome _|
Taget cash bac| 4300 - Interest Income Income pecaunt
where pau want | 4400 - Other Income Income
BO00 - “Worship & Religious Expenze
Cazh back g E010 - Erverormert Eupense Cash back amount
I G020 - “Workshops Erpenze I
BO30 - Muzic Expenze
G040 - Liturgy Suppliezs  Expenze
GOS0 - Equiprment Expenize
BOG0 - Supplies Expenze | o] I
B100 - Counzeling & Spintu: Expenze o =l

Memo — Note the attendance figure or bank correction information.
Check No./Payment Meth — Leave this field blank.
Enter the appropriate Class.

L1 Make Depozits * HowDol? |l _|[Of =

‘ﬁEreviDus lﬂﬂe:-:t @F‘rinﬁ - F'aj,lments

Deposit To [1000- Chec.. v | Date [08/20/2001 @]  Mema [Deposi

Click Paymentz to zelect customer papments that vou have received. Lizt any ather amounts to
depozit below.

Received From  From Account bemo Chi Mo, Pt Meth. Clagz Amnount

Donation [l 4100 - Desi.. Bl 135

< Add Mew »

T —

2-Praotesztant
3-Catholic
4-lewizh

| [

Depozit Subtotal

To get cazh back from thiz deposit, enter the amount belaw, Indicate the account
where you want thiz money to go, such az your Petty Cazh account.
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NOTE: Entering the Class in the Class field is one of the most important parts of entering this transaction,
as it will determine which denomination this income will track to.

Enter the amount of the offering in the Amount field.

il Make Deposits w HowDol? W _|[O

‘ﬁEreviDus l#ﬂe:-ct ﬁF’rinﬁ - F'a_l,lments

b

DepositTo [1000- Chec.. | Date [08/20/2001 @]  Mema [Deposi

Click Payments to select customer payments that you have received. Ligt any ather amounts to
depozit below,

Received From  From Account b emo Chk Ma. Pt Meth. Clazs ArmoLnk
Domation [l 4100 - Desi @135 B2 - EEFTE

Depozit Subtotal

To get caszh back from this deposit, enter the amount below. [ndicate the account
where you want this money to go, such as vour Petty Cazh account,

Cazh back goes to Cazh back memo Cazh back amount

Cepostt Total

Save & Cloze Save &k New | Clear |

Repeat the previous steps for each different Received From and/or Income Account.
If you are getting cash back from your deposit, fill in the cash back fields.

From the Cash back goes to drop-down list, select the account that you want the cash back amount to go.
Enter an optional memo.

Enter the amount you want back in the Cash back amount field.
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Click the Save & Close button to record the deposit or click the Save & New button to record the deposit

and enter another.

it Make Deposits

ﬁErevinus *ﬂe:-:t ﬁF‘rinﬁ - .F'a_l,lments

w» HowDol? W _|O) x

depogit below.

DepositTo [1000- Chec.. | Date [08/20/2001 @]  Mema [Deposi

Click Payments to select customer pavments that vou have received. Ligt any ather amounts to

Feceived From  From Account
Dronatian 4100 - Deszign...

b erni Chi Mo, Pmt Meth, Clags Amount

1.252.00 6

=

Cash back goes to

To get cazh back from this deposit, enter the amount below. [ndicate the account
where pou want thiz money to go, such as pour Petty Cazh account,

Deposit Subtatal 1.252.00

Cash back memao Cash back amount

e

Deposit Total 1,252.00

Save & New | Rewvert I
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Other Types of Deposits

The deposit screen is used to deposit all monies collected for the fund. The Received From field can be an
event that you collect ticket money for, like the National Prayer Breakfast, a funeral donation, or a Project Officer
name. The From Account field is normally an Income account or an Expense account. Whenever you are
entering information in these areas, remember your goal is to help make future budgeting and reporting easier.

Project Officer Returns

Money that is not spent by a Project Officer and returned is treated as a refund (deposit) in QuickBooks. Project
Officer refunds are treated as negative expenses and not as income. The returned funds are deposited back into
the bank account where the check was originally drawn from and tracked to the same expense account that was
originally used. The example below demonstrates the steps for recording a Project Officer Return.

To Enter a Project Officer Return:

m From the Banking Navigator, click Deposit.

m From the Deposit To drop-down list; select the bank account you would like to deposit to. This must be the
same bank account from where the check was original written.

m Enter a Memo to describe the Project Officer Return transaction.

il Make Depozitz » HowDol? | _|Of =

|‘ﬁErevinus ﬂﬂext ﬁF‘rinﬁ - F'a_uments
Deposit To [1000- Chec... v| Date [03/20/2001 8|  Mema [Project Officer Fietur]

m Select the name of the Project Officer returning the Funds in the Received From column. This is normally
the individual in whose name the check was originally issued.

Ll Make Deposzits W HowDol? @ _|O) x

ﬁEreviDus lﬂ’ﬂext ﬁF’rinﬁ - F'a_l,lments
Deposit To [1000 Chec.. »| Date [08/20/2001 @]  Mema [Project Officer Retumn

Click Payments to zelect customer pavments that vau have received. List any ather amounts to
depozit below.

Received From  From Account b o Chk Mo, Pt keth. Clags Aot
Officer Smith *
0215 Catholic Mazz Custamer:.)ob
0900 Protestant Service Cuztomer.Job
0945 Pratestant Service Custamer.)aob
1115 Catholic b aszs Custamer.)ob
1700 Catholic M ass Custamer:.)ob
1=t Communian Custamer.)ob lI
12t Recaonciliation Cusgtamer.)ob
Confirnation Customer.Job Deposit Subtatal
L anation CustornerJob .
Easter Lily Donations Custarner.)ob . Indicate the account
Unity Service Cusgtamer.)ob aCCount.
‘Euuth kiristry Contract Custamer:.)ob S SR
are Hotes Wendor R
KMindy Trapp Wendor I
Marth &merican Mizzion Board  “Wendor
Oregon Catholic Press Yendor Depozit Tatal
Owen's Photography Wendor
“Wholegale Florist Yendor
+ Officer Smith Other Name SavetNew |  Clear |
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Ll Make Deposits W HowDol? @ _|O) %

Enter the Expense Account used to issue the original check in the From Account column.

Deposits / Other Types of Deposits / Project Officer Returns

@Ereviuus lﬂ'ﬂext ﬁ Frint - Payments

Deposit To 1000 Chec.. | Date [08/20/2001 @]  Mema [Project Officer Retumn

Click Payments ta select custamer payments that wow have received. Lizt any ather amaounts ko
depozit below,

Received From  From Account bl o Chk Mo, Pt keth. Clags
* |6F00 - Lay Pr =

G210 - Paztoral Likerature Expenze
G260 - Supplies Expenze
E300 - Contingency Ministry Expenze
E370 - Services Expenze
G400 - Religious Instruction  Expense
G420 - Cirmiculum Expenze
E421 - Sunday Schoo Expenze lI
G410 - Conferenices and Expenze

G500 - Group Care & Renev Expenze
BE00 - Cluality of Life Conce Expenze
To get cash bac| 5700 - Lay Programs Expense BoCount

where you want K TR T
G300 - Hurmanitarian Expenze
Cashback g E300 - Financial Program 5. Expenze Lash back amount

I F000 - Carmunity Dbservar Expenise I
70 - Mational Prayer 0 Expenze
7100 - Public Relations Expenze

ALt

7150 - Equipment Expenze
7200 - Mizcelaneous Experize | | ol |
7260 - Supplies Expenze I o
In the Memo column, enter the name of the event.
fit Make Deposits = HowDol? l _|O0) =

‘ﬁEreviDus lﬂﬂe:-:t ﬁF‘rinﬁ - F'a_l,lments

DepositTo [1000- Chec.. =| Date [os/20/2001 @]  Mema [Project Officer Rietum

Click Payments to select customer payments that you have received. Ligt any other amounts to
depogit belov.

Recerved From  From Account 3 Chi Mo, Pt Meth, Claszz Amount

Officer SmithfRal 6700 - Lay {4'
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m If the excess funds are being returned in the form of a check, list the check number in the Chk No column.

Select Cash, Check, or Visa for Pmt Meth.

[t Make Deposits

‘ﬁEreviaus l#ﬂe:-:t ﬁF‘rinﬁ - F'a_l,lments
DepositTo [1000- Chec.. =| Date [02/20/2001 @]  Mema [Project Dfficer Fietum

Click Payments to select customer payments that you have received. List any other amounts o
deposit below.

* HowDol? B _ (O] =

Received From  From Account b emo 0. [

g@HTr. 0. T FTE ey
Officer Smithjiull 6700 - Lay ... lll Mame of Event [155 Check =
o St 6700 - Lay . B Name of Everd. |

Clazz Arounk

m In the Amount column, enter the amount returned. Click Save & Close or Save & New.

il Make Deposits
‘ﬁEreviDus lﬂﬂe:-:t ﬁF‘rinﬁ - F'aj,lments

Deposit To [1000- Chec.. | Date [0s/20/2001 @]  Mema [Project Officer Retum

Click Payments to select cuztomer paymentz that pou have received. List any other amounts ko
depozit below.

»* HowDol? W _|O) x

Received From  From Account bl emo Chk Mo, Pt keth. Clasz

Amaount
Officer Smith [l 5700 - Lay ... Bl Mame of Event [155 [~ | 32,68 -

Depozit Subtatal J2 68

To get cazh back from thiz deposit, enter the amount below,  Indicate the account
where vou want this maney to go, such as vour Petty Cash account.

Cazh back goes to Cazh back memo Cazh back amount

Deposzit T atal 3268

Save b EIDEE%J Save &k New | Clear |
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Reconciling

Reconciling Bank Accounts

The goal of reconciling is to ensure that your records and the records of the bank agree. Use QuickBooks to
reconcile the Checking, Savings, Certificate of Deposit (CD) and Credit Card accounts. Reconcile the main
checking account (1000 - Checking) and not the denominational group specific sub-accounts. Interest and bank
fees are added to the respective field in the reconcile window.

To Reconcile the Main Checking Account:
m From the Banking Navigator select the Reconcile icon.

B anking Havigator

Banking

Checks

Online - o
Banking i §
8= —,
{@ Transfer Funds Reconcile
ararararararaest
Deposit %

Credit Card
Charges

m Click the drop-down arrow next to the Account to Reconcile field and select the 1000 - Checking account.

‘L Reconcile - Checking * HowDol? |l _|O)f x
Account To Reconcile ||'I 000 - Checking - Opening Balance |12,|:||:||:|_|:||:|

+ 1000 - Checking - I—
Tranzactions o be addg 1010 - General k Bank —

: 1020 - Protestant Bank T —
Servies Charge [000 | 4030 Cathalic Bank hd
Interest Earmed {0.00 1040 - J_ewmh Bank j

1100 - Savings Bank
Depositz and Other Creg :II:IHES Ef:?:;?;nt E:nt
+ Date LRkl 9930 Catholic Bark Amaunt

034312001 1130.1 - CD Account Bank 500.00 |-

04,01 /2001 1200 Petty Cash Bank 45.00

06/01/2001 1400 - Fived Assets Fized Azset 327400 —

064302001 1410 General Fized fzzet 1.500.00 LI

Checks and Payments 1410.7 - Advent e Fised Asset
" Date Chk , 421':'41 E..Et- I:Itl_l,ln'|tpus Dic E!:-:eg isse: Arnount
- Protestan ined Asse

ggﬁﬂ]jggg] 1420.1 - Choir Robes Fived Asset ggggg i’

OE/a0/2001 1430 - Catholic Fined dezet EEIEI-EIEI

/302001 143017 - Processiona Fised Azset EEIEI-I:IEI

2800 - IMPAC Credit Card - -
07 /062001 e 170.00
08/20/2001 | Oregon Catholic Press | Dptional mema | g0 x|
Mark Al | Unmakai | GoTo |
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m Compare the Opening balance amount shown on your statement with the amount shown in the Reconcile
Opening Balance field. They should match.

‘L Heconcile - Checking

Account To Reconcile ||1 000 - Checking

Tranzactions to be added [optional]

NOTE: The Opening Balance amount in the Reconcile feature represents a total of all of the transactions
that have been cleared previously during the reconciliation process. This figure does not represent your
current bank account balance.

m Enter the ending balance from your bank statement in the Ending Balance field.

"k Reconcile - Checking * HowDol? W _ O] x

nding Balance  {10560.00

Service Eharge'n_nn Date'n?;n?;znnn E Account
Interest E arned ||:|_|:||:| Date |n?xn?xznnn @ Sccourt |

Accaunt To Reconcie |‘IEIEIEI - Checking j

Tranzactionz to be added [optional]

m If applicable, enter the Service Charge amount, Date of the service charge, and the appropriate account for
service charges.

m If applicable, enter the Interest Earned amount, Date of the interest, and the account 4300 — Interest
Income in the Account field.

"E Reconcile - Checking  HowDol? @ _|O) =

Account To Reconcile I‘I 000 - Checking j Opening Balance I‘I 2.000.00
Tranzactions to be added [optional] Ending Balance I1 0.560.00

Service Charge ||:|_|:||:| Date ||:|?,-'|:|?,-'2|:||:||:| E .-“-‘-.u:cu:uuntl j
Interest Eamed |15.00 Date [02/01/2000 @] Account [EITRIEEEEAIEm
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m  When you find a transaction in the Reconcile window that matches a transaction on your statement, click in
the column to the left of the date column next to the transaction. This action clears the transaction by
placing a check mark next to each transaction. For each transaction you select, verify that its amount
matches the amount listed on the statement.

Depazitz and Other Credits
i Date Chi Mo Fayee Mermo Apnoumnt
< 03431 /20010 Opening Balance Depog a00.00 A|
< [04,/07/2001 Opening Balance Depod 4500 I:I
06/01./2001 Opening B alahce Depog 3.274.00
06302001 Opening Balance Depog 1.500.00 LI
Checks and Paymentz
i Date Chi Mo Fayee Mermo Apnoumnt
< [03431/2001 B00.00 )
+ | 0643042001 a00.00
-~ |06/30/2001 0000 —
WSSO0 LS00
070642001 Care Motes 170.00
08/ 20/2001 Qregon Catholic Press | Optional merma 93.00 -

m If an amount does not match or a transaction contains an error, correct the transaction in QuickBooks before
continuing to reconcile the account.

m If you find a transaction on your statement that is missing from the Reconcile list of transactions, be sure
you are reconciling the correct bank account. Another possibility for not finding a transaction listed in the
Reconcile window is that the transaction was created in your data file and then accidentally cleared or
deleted. Verify all data and then determine the reason for this discrepancy before taking corrective steps
such as creating or re-creating the transaction in your bank account.

m  When you have finished selecting the transactions, look at the difference amount in the bottom right corner
of the Reconcile window.

Mak &l | Unmarkal |
[ters you have marked cleared hding B alance
3 Depogitz, Interest and Other Credits RED.O0 eared Balance
4 Checks and Payments 2.000.00 Difteref 0.00 Ll\g
Print Lazt Repart | Reconcile How Leave |
m If the amount is not $0.00, your account does not balance for the period covered by the statement. Go to

Mandatory Resolution.
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m If the amount is $0.00, click the Reconcile Now button. Congratulations! You have reconciled the account
successfully with the bank statement.

‘& Reconcile - Checking  HowDol? @ _ O x

Account To Reconcile I‘II:II:II:I - Checking j Opening Balance I12,I:|I:II:I,I:II:I

Transactiohs to be added [optional] Ending Balance I1 0,560.00
Service Charge ||:|_|:||:| Ciate ||:|?,-'|:|?,-'2|:||:||:| E .-'-‘-.u:u:nunt' j
Interest Eamed [15.00 Date [05/01/2000 @| Account [4300- Interest Income = |

Depozitz and Other Creditz
4 D ate Chi Ma. Papes b emo AmoLink
< 0343142001 Opening Balance Depos A00.00 &
Y [0401/2001 Qpening Balance Depog 45.00

06/01./2001 Opening Balance Depog 327400 —
064304200 Opening Balance Depos 1.500.00 ;I

Checks and Paymentz
v Date Chi Mo. Fayee [ Tl ApnoLnt
< |03/31/2000 0000 (-
< | 06/30/2001 A00.00
< | 06/30/2001 A00.00
< [06/30/2001 RO0.O0 |

07 /062001 Care Mates 170.00
03/204200 Oregon Cathalic Prezs | Optional memo 93.00 ;I
Makal | Unmacal | GoTo |
[tems you have marked cleared Ending B alance 10.560.00
3 Depozitz, Interest and Other Credits FE0.00 Cleared B alance 10 660,00
4 Checks and Payments 2.000.00 Difference 0.00

:

Print Lazt B epart | Leave

m At this point, you can select the type of reconciliation report you would like printed.

Reconciliation Complete |

Congratulations! Your account iz balanced. All oK
marked itemsz have been cleared in the account
reqizter. Halp |

whhat tppe of reconciliation repart would yau
like to print?

" Hone
" Summary

Staterment Closing Date ||:|?,.'31 A0 E
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Mandatory Resolution

If the balance is not correct after reconciliation, you must conduct research to determine the reason. Do not
accept the QuickBooks automatic adjustment option without determining the cause. It is a good idea to
document this discrepancy with a memo for record, and file it with the reconciliation report. When you discover
the discrepancy, make the necessary adjustments and complete the reconciliation again.

Common Reasons Why Your Account Does Not Balance:

m Failure to add interest or service charges indicated on your statement to the reconcile window. (Failure to
record a finance charge if you are reconciling your 2500 — IMPAC credit card account)

m Failure to enter a deposit is in QuickBooks. This could be the result of a Project Officer Returns or a
missed offering or fundraiser deposit.

m Failure to enter a check in QuickBooks. (Failure to enter a credit card charge if you are reconciling your
2500 — IMPAC credit card account.)

m A transaction in the current statement period was mistakenly cleared.

m A previously cleared transaction in your register was changed or deleted between the last time you
reconciled and today.

The above procedure automatically deposits interest in the 1000 Checking Account. After the reconciliation is
complete, you must go to the checking account register and adjust the entry to reflect a deposit into the general
checking sub-account (1010 — General) to include the general account Class. For example, after reconciling the
1000 Checking account, the interest is reflected in the 1000 — Checking account. This must be changed to
reflect the checking sub-account 1000 — 1 General.

Final Step in Reconciliation
After reconciling the 1000 — Checking account:
m From the Company Navigator, select the Chart of Accounts.

B anking Mavigator

Banking

Checks
_I (]
Online y =
Banking {
8= — =
ﬂ Tranater Funds Recancile
[eposit %
C reu:llt Card
Charges
E‘_I S g ;EE? Y-y
Check Make Journal Chart of Order
Reqister Entry Accaunts Checks
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m From the Chart of Accounts, double-click the 1000 — Checking account.

'n Chart of Accounts

2+ 1000 Checking
+ 1010 - General

+ 1020 - Protestant %
+ 1030 - Catholic

+ 1040 - Jewizh

--

| B arik.

 HowDol? W _|Of =

2.774.00
8.375.00
1.110.00

m Locate the deposit for the interest that was entered during the reconciliation process. The deposit will be

listed with the current date and the type of DEP.

& 1000 - Checking

»* HowDol?

g Gota... ﬁ Frirt. .. @ Edit Transaction QuickFi eport
Date M urnber Papes Pavment i Deposzit Balance
Type Account | b emo
0301 /2000 jEE] | R | * ||Fayrnent J [115.00 15.00] =
DEF [~ [|4300 - Interest Inc... LI Interest |

m  After locating the transaction, double-click the transaction from the register.

Make Deposits feature.

Ll Make Deposzits

@Erevinus ﬂﬂe:-:t ﬁF‘rinﬁ -

Fayments

This should take you to the

» HowDol? W _|O) x

Depozit To

depozit below.

. J Date Im@

Click Paymentz to zelect customer payments that you have received. Lizt any ather amounts to

Merma |Interest

bl o
. |Interest

Received From  From Account

|4 W00 - |nterest..

Chk Mo, Prot Meth, Clazz

m Next to the Deposit To field, select the 1010 — General account.

1 Make Deposzits

‘ﬁEreviDus ﬂﬂe:-:t ﬁF‘rinﬁ -

Fayments

Aot

* HowDol? W _|O) x

Merno |Interest

B ank.

10110 - General

Deposit To [1000 - Checkin »|  Date [08/01/2000 &
< Add Mew »

Click Payme

depogit belod 1000 - Checking Bank.

izt any other amounts to

. Class Armaunt

Received F 1020 - Protestant B ank.
1030 - Catholic: B ank.
1040 - Jewizh Bank.
1100 - Savings Bank,
1110 - General B ank.
1120 - Protestant B ank.
1130 - Catholic: B ank
113071 - CD Account Bank,
1200 - Petty Cazh Bank.
T T
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In the Class column, on the same line as the deposit information, select the 1-General class.

1 Make Deposzits * HowDol? @ _ O x

‘ﬁEreviDus lﬂﬂe:-:t ﬁF‘rin_t - F'a_l,lments

Deposit To [1000 - Chee.. v | Date [08/01/2000 @]  Mema [interest

Click Payments to select cuztomer payments that vou have received. Ligt any ather amounts to
depozit below.

Received Fram  From Account b o Chk Mo, Pt keth. Clazs ALt

- - *|1-G =

< Add Mew »

2-Protestant | !

‘ﬁEreviDus lﬂﬂe:-:t ﬁF‘rinﬁ - F'a_l,lments

Deposit To [1000- Chec.. =| Date [0s/01/2000 @] Mema [interest

Click Payments to select customer payments that vou have received. List any other amaunts ko
depogit below.

Recerved From  From Account b e Chi Mo, Pmt Meth, Class Amnount

4300 Interest... 15,00

D epozit Subtatal 15.00

To get cazh back from thiz deposit, enter the amount below,  Indicate the account
where you wank thiz money to go, such as vour Petty Cash account.

Cazh back goes to Cazh back memno Cazh back amount

Dieposit Tatal 15.00

Save & Mew | Revert |

FCatholic
d-Jewizh
Click Save & Close to record the changes made.
1 Make Deposzits * HowDol? @ _ O] x
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Reconciling and Paying Credit Card Charges

To pay a credit card bill, first reconcile the credit card statement against the entries you have made in your data
file. If you have individual credit cards for each denomination and receive separate statements, you can
reconcile each card individually. After the reconciliation is complete, you can select to pay all, part, or none of
the bill. It is recommended that you pay the bill in full each month. Accomplish the credit card reconciliation
process by using the 2500 - IMPAC credit card statement(s). The process is almost the same as for the
checking account, except reconciliation reports are not produced.

To Reconcile Credit Card Charges:
m From the Banking Navigator select the Reconcile icon.

Banking Mavigator

Banking

Checks

Online - -
Banking i |
= —,
{g Transfer Funds Recancile
ararararararaeai

Deposit %

Credit Card
Charges

m  From the Account to Reconcile drop-down list, select the IMPAC sub-account credit card account.

"E Reconcile Credit Card - General IMPAC * HowDol?

Account To Reconcile (MRS eIl j D pening Balance |4EIEI.EIEI
1110 - General Bank - I—
Trahzactions to be adds H%S : ETDLESl_tEIHt Eﬂﬂt
: I_ - Catholic an -
Fmefee Coniaes 11301 - CD Accourt Bank hd
Payments and Credits Egg : E_Ettﬁ iaSht E_a”lé psset
- Fined Azsets ined Asse
S DE el 1410 - General Fised Azzet AT
08/ 12/2001 1410.1 - Advent Wie Fized Asset 400.00
1410.2 - Olwrmpus Dic Fised Azset
1420 - Protestant Fised Azzet
14201 - Chair Robes Fised Azset
1430 - Catholic: Fixed Azzet
i 14307 - Processiona Fiked Asset
Lo gEs g”d i ’ﬁFf"‘;c 2500 - IMPAC Credit Card -
- e . 2510 General IMPAC  Credi Card gl
07 /2642001 20101 - H. Lewiz  Credit Card 2a0.00
02/20/ 200155694 2520 - Protestant IMPAL Credit Card 199.00
2530 - Cathalic IMPAC Credit Card
3000 - Opening Bal Equity  Equity |
3900 - Retained Earnings Equity -
Makal | Unmakai | GoTo |
[tems you have marked cleared Ending Balance
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m Compare the Opening Balance from your statement with the Opening Balance in the Reconcile window.
These amounts should match.

& Reconcile Credit Card - General IMPAC

Account To Reconcile {2500 - IMPAC: 2510 - Ge... j

; . Ending 641
Tranzactions to be added [optional]

Finance Eharges' Date'DBﬂ 242001 E .-“-‘-.I:I:I:uunt| j

NOTE: The Opening Balance amount in the Reconcile feature represents a total of all of the transactions
that have been cleared previously during the reconciliation process.

m Find the Ending balance on your credit card statement and enter it in the Ending Balance field.

‘L Reconcile Credit Card - General IMPAC

Account To Reconcile |25I:||:|- IMPAC: 2510 - Ge... j Opening Balance 1400 i

Ending Balance |232.0
Tranzactions to be added [optional]

Finance Ehargesl DateIDEﬂ 242001 E Aocount j

m (Optional) Complete the Transactions to be added section of the Reconcile window, which is directly below
the Account to Reconcile section.

m If the credit card statement shows a finance charge that you have not yet entered into your QuickBooks
records, enter that amount in the Finance Charges field.

"k Reconcile Credit Card - General IMPAC »* HaowDol?

Ending Balance W
E M@ Account j
Fayments ang

v Date Ref Mo. Fayee emo Apnount
0gM 242001 [MPALC Bank, 400.00 |

Finance Charges

Charges and Cazh Adwvances

v Date Ref Mo. Fayee emo Apnount
07 /262001 250.00 |
03/20/2001) 55633 Marth American Mizzion | Optional Mema 1959.00

ark Al I nrnark, Al GoTo |

[ters you have marked cleared Ending Balahce 288.00
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m Next to the Account field, click the drop-down arrow and select the appropriate expense sub-account. (This
example has a sub-account created under 7200 — Miscellaneous for finance charges.)

"% Reconcile Credit Card - General IMPAC w* How Do |?
fccount To Recaoncile |25I]EI- IMPALC: 2510 Ge... j Opening Balance |4IZIEI.IZIEI
Enditg Ealance IEBE.DD
Tranzactions to be added [optiohal] ?
Finance Eharges|38.DD Diate |DE£28£2EIEI1 E Account |7200 - Miscellaneous: 7220 j
: G300 - Cantingency Ministy Espense -
F'a_l,lmentsDand Ered;;s T 5 b B370 - Services Expenze
d ate = IRYE, e EMY 400 - Religious Instruction Espense
0324200 [MPAC Bank G420 - Cirmiculum Expenze

B421 - Sunday Schoo Expense

B410 - Conferences and Expenze
G500 - Group Care & Renev Expense
GEO0 - Quality of Life Conce Expense

B700 - Lay P E
Charges and Cazh Advances E?EI:IE-‘PE qﬁ;g;ﬁgﬁ E:Eggzz
o Date Ref Ma. Payes Memd E200 - Humanitarian Expense
07 /262001 E300 - Financial Program Su Expenze

02/20/2001]556928  [Morth American Mizssion | Optional Memd 7000 - Cammunity Observat Evpenze
70 - Mational Prayer O Expenze
7100 - Public Relations Expenze
#1850 - Equipment Expenze
7200 - Mizcelaneous Expenze

7220 - Finance Charges Expense
7210 - Bad Check Char Expenze k

Mark Al | Urmark All | 7260 - Supplies Expenze —
[temnz you have marked cleared Ending Balance 288.00
0 Paymentz and Creditz 0.00 Cleared Balance 438.00
1 Charges, Cazh Advances and 38.00 Difference 150,00
Finanre Charnes
Frint Lazt Report Heconcile How Leave

m  When you find a transaction in the Reconcile window that matches a transaction on your statement, click in
the column to the left of the date column next to the transaction. This action clears the transaction by
placing a check mark next to each transaction. For each transaction you select, verify that its amount
matches the amount listed on the statement.

m If you find a transaction on your statement that is missing from the Reconcile list of transactions, enter the
transaction now. For example, if a charge is listed on your credit card statement but is not listed in the
reconcile window, follow the steps for Entering Credit Card Charges before continuing to reconcile the
account.
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m  When you have finished selecting the transactions, look at the difference amount in the bottom right corner

of the Reconcile window.

"L Reconcile Credit Card - General IMPAC
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Reconciling / Credit Card Accounts / Reconcile

* How Do l?

Account To Reconcile {2500 - IMPAC:2510 - Ge... j

Tranzactions to be added [optional]

Opening B alance |4EIEI.EIEI
Ending Balance IEEE.EIEI

Finance EhargeslSE,DD

Date [08/28/2001 @] Account [7200 - Miscelaneous 72.. | ¥ |

Fayments and Credits

i Date Fef Mo, Fayee temo Aot

+ |08412/2001 [MPALC B ank 400.00 |
Charges and Cash Advances

i Date Fef Mo, Fayee temo Aot

280.00

J | 0742642001

03/20,/2001( 556933 Morth Amencan Mizzion [ Optional Memo 199.00
Markall | Unmarkal | GoTa
Itemns you have marked cleared Ending Balance 288,00

1 Payments and Credits
2 Charges. Cazh Advances and

Finanre Charnes

Frint Lazt Report

Reconcile How

m If the amount is not $0.00, your account does not balance for the period covered by the statement. Go to
Mandatory Resolution.
m If the Difference is $0.00, click Reconcile Now. You have successfully reconciled the account with your

statement.
[temns pou have marked cleared Ending Balance 288.00
1 Payments and Credits 400.00 Cleared Balance 288.00
2 Charges, Cazh Advances and 283.00 Difference .00

Finarnre Charnes

Print Lazt Report

{ Leave |

NOTE: The entire balance MUST BE paid from the 1000 — The Main Checking account. Afterwards, you
will need to transfer money from the appropriate sub-checking accounts. These transfers must be equal to
the amount of each denomination’s charges on the current statement(s). QuickBooks records expense
information to the appropriate denomination. See Transferring Funds.
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TRANSACTIONS Reconciling / Credit Card Accounts / Making a Payment

To Make a Credit Card Payment:
m After clicking Reconcile Now, you are taken to the Make Payment screen. Ensure that Write a check for
payment now is selected. Click OK.

Make Payment E3 |

The outztanding balance on this account iz $283.00,
Topay all or a portion of thiz amount, select the
pavment type and click OK. To leave the balance in
the reconciled account, click Cancel.

FPayment Help
 wiite a check for payment now

Cancel

" Enter a bill for payment later

m The Write Checks window appears. Select the 1000 — Checking account. A Journal Entry will then be
required to allocate the correct funds to each checking sub-account.

= Write Checks - Checking * HowDol? @ _|O0f =%
‘ﬁErevinus ﬂﬂe:-:t ﬁ Print -
Bank Account ﬁ] 000 - Checking j Ending Balahce 15,044 68
< ddd Mew »
1000 - Checki B ank e
+ 1000 - Checking 3 ank,
oo 1010 General Bank g Date 08/28/2001 |
ay ta the U 1020 - Protestant B ark _ﬂ $ 288.00
1030 - Catholic B arik 6 63 B 9 9 £ 3
Twohund® 3540 Jowish Bank Rl
1100 Savings Bank
1110 - General B arik
Address 1120 - Protestant B ark
1130 Catholic Bank

11301 - CD Account Bank

J Expenses $288.00 ] Items $0.00 | I Tabe printed
Account Amount bl emio Customer.Job E Clazz
2800 - IMPAC:2510 - . 288.00 -
Clear Splitz R ecalculate Save & Cloze Save &k New | Clear |

T ames qiving pou headaches? L et TurboT as quide vou through pour bases,
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TRANSACTIONS

m Select the name of the credit card company in the Pay to the Order of field.

Reconciling / Credit Card Accounts / Making a Payment

= ‘write Checks - Checking = HowDol? @ _|Of x
‘ﬁErevinus lﬂﬂe:-:t ﬁ Frint -
Bank Account I'I 000 - Checking j Ending Balance 15.044.68
Mo,
Date 08/26/2001 |
Pay to the Order of  IMPAC Bank - | $ 289.00
< | 0815 Catholic Mazs CuztomerJob . hoocooooooae
Iielhbrklie:eight) 0300 Frotestant Service Custamer.)ob e Delas
IMPAC B (0945 Protestant Service Custamer.)ob
1115 Cathalic M azs Custamer.)ob
Address 1700 Catholic b azs Custamer:.)ob
1=t Communian Custamer.)ob
1zt Reconciliation CuztomerJob
Confirrmation Custarner.)ob
tMema Dronatian Custamer.)ob
Easter Lilly Donations Customer.Job i
J Expenses {1 Unity Service Cuztomer.Job ™ To be printed
'outh Ministiy Contract Custamer:.)ob
Account Care Notes Yendor =] Clazz
2500 - IMPAC:Z2510 - B h YWendar =
Mindy Trapp Wendor |
Marth Amenican Mizzion Board  Wendor
Oregon Catholic Press Wendor
Owen's Photography Wendor
Wholesale Florist YWendor | lI
Officer Smith Other Hame -
Clear Splitz Recalculate Save & Cloze Save & New | Clear |
T ares qiving vou headaches? Let TurbaT ax quide you through your taxes.

m  On the expense line, the correct Account has already been selected. DO NOT change the account! Enter
a Memo, and select the appropriate denomination in the Class field.

J Expenses $288.00 | Items $0.00 | I™ Tobe printed
Account Arnount Memo Customer.Job @ Clazz
2600 - IMPAC:251... = | 288.00[Memo here il f-General = [=
< Add Mew »
2-Pratestant !
I-Catholic
d-Jewizh
T
Clear Splitz Recalculate Save & Cloze Save &k New | Clear |
T ares qiving vou headaches? Let TurboT ax quide vou through pour baxes.

NOTE: Entering the Class in the Class field is one of the most important parts of entering this transaction,
as it will determine which denomination this expense will track to.
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Reference Guide

Reconciling / Credit Card Accounts / Making a Payment

m After you have entered all the information into the Write Checks window, click the Save & Close button to
record the check, or click the Save & New button to record the check and enter another check.
«+ ‘wfrite Checks - Checking w HowDol? @ _ O x
{@Previou: EPMext £HPrint -
Bank Account |1000 - Checking j Ending Balance 15,044 G
Mo
Date 08/28/2001 |
Pay ta the Order of  IMPAC Bank -| $ 268.00
TWDhundredeighty_eightandI:":III,I'II:II:Ixxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx DD"E[S
IMPALC Bank,
Address
J Expenses $288.00 | Items 30.00 | I™ Tobe printed
Account Amount b emno Cuztomer.Job E Clagzz
2800 - IMPAC: 2510 288.00(Memo here 1-General -
Clear Splhtz Recalculate Save & Hew | Clear |
Taxes qiving you headaches? Let TurboT ax guide wou through vour tases.
m To print the check, use the steps in Printing Checks.

m To reconcile the other IMPAC sub-accounts, repeat the previous steps.

What if | have disputed charges?

If you have disputed charges on your statement, you must enter the charges into QuickBooks and pay the
amount owed on the credit card statement regardless of dispute. Be sure to send in the dispute form with your
payment. If your dispute is legitimate, a future statement will reflect a credit that can be entered into

QuickBooks. See Entering Credit Card Charges.

Filing Credit Card Documentation

File the Credit Card statement (individual and main) along with all purchase receipts in section 5 of your

accounting folder.
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Transfer Funds

Transferring Funds between Balance Sheet Accounts

You can transfer funds between most balance sheet accounts in your chart of accounts (except between A/P
and A/R accounts). For example, you may need to transfer money from your 1020 — Protestant checking
account to your 1010 — General checking account.

Transferring Funds between Balance Sheet Accounts:
m From the Banking Navigator, click Transfer Funds.

Banking

o

Checks
_I |
Online _
Eanking
—I —
ﬂ Transter Funds Recancile
Deposit %
C re dit Card
Charges

m In the Transfer Funds Between Accounts window select an account in Transfer Funds From, and an
account in Transfer Funds To.

Transfer Funds Between Accounts | [O
4@ Previous =P Nest

Transfer Funds

Date 08/20/2001 E

Transfer Funds From 1000 - Checking:1020... j Account Balance 227400
Transfer Funds To  [1000 Checking 1010 ¥ | Account Balance 3,700.68
< Add Mew » =
1000 - Checking Bank, s
1010 - General Bank

1020 - Protestant Bark

1030 - Cathalic Bark
Memo [Funds Transit 400 [ oyich Bank
1100 - Savings Bank
1110 - General Bank Clear |
1120 - Protestant Bank.
1130 - Cathalic Bark

11301 - CD Account Bank
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TRANSACTIONS Transfer Funds / Between Balance Sheet Accounts

m Enter the amount you want to transfer in the Transfer Amount field.

Transfer Fundz Between Accounts * HowDol? W _ (O] >

ﬁEreviDus *ﬂe:-:t

Transfer Funds

Date 08/20/2001 |

Transfer Funds From |'I 000 - Checking:1020... j Account Balance 2.774.00

Transfer Funds To |‘I|:||:|I:|- Checking:1010... j Account Balance 320068

Transfer Amaunt $ 500,000

Memo |Funds Tranzfer

Save & Cloze Save & New Clear

m Click Save & Next to record this entry and to generate a blank Transfer Funds Between Accounts window,
or Save & Close to record the entry and close the journal entry screen.

Transfer Funds Between Accounts w» HowDol? W _|O) >

4@Pieviou:  EP MNext

Date 08/20/2001 E

Transfer Funds From |1000 - Checking 1020... j Account Balance 277400
Tranzfer Fund: To |1 000 - Checking:1010... j Account Balance 3.200.68
Tranzfer Amount § A00.00

Memo |Funds Transfer

Save & New Clear
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TRANSACTIONS Transfer Funds / Between Income or Expense Accounts

Transferring Funds between Income or Expense Accounts

Transfer funds between income and expense accounts if you have recently divided an account into one or more
sub-accounts, if you are correcting an error, or if you are making an adjustment. The Journal Entry function is

used to accomplish this task. (In the following example we will transfer funds between two expense accounts.)

To Transfer Funds between Income or Expense Accounts:
m From the Banking Navigator, click the Make Journal Entry icon.

Banking

Checks

Online y _
Banking !
] = — —
ﬂ Transfer Funds Reconcile
Deposit %

Eredlt Card
Charges
..n..-_l a ; .{.ﬁ‘_ - A
Check Make Jourpal Chart nf Order
Reqgister Entr Accounts Checks

m Set the Date and press TAB. (Use TAB to move from field to field when entering each account.)
m Inthe Entry No. field, you may enter an optional number to track this transaction.

EE General Journal Entry * HowDol? @ _|O) x
4@Previous BPMNext < Print.. 8 History
Date  [os/25/2001 @]  Enby Mo [12345

Account D ehit Credit Mermo Harne Class

Save & Cloze Save & New Clear |

Strearmling financial tazkz with the only check:s, forms and supplies quaranteed o work, with QuickBooks,
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m In the Account column of the journal entry click on the arrow to display a drop-down menu and select the
expense account you wish to transfer funds into (increase).

EE General Journal Entry * HowDol? N _ (O =

-ﬁEreviDus lﬂﬂe:-:t ﬁF‘rin_t... Histu:ur_u
Date  [0s/25/2001 ||  Eny Mo [12345 o

D ebit

Account
E100 - Coung (™

Credit

B030 - Music Expenze
G040 - Liturgy Suppliez  Expenze
GOS0 - Equipment Expenze
BOED - Supplies Expenze
E100 - Coungeling & Spiritu: Expense
£150 - Equipment E xpenze Save & Close Save &k New Clear |
£130 - Other

B200 - Pastoral Visitation  E wpenss supplies quaranteed to wiork with QuickBooks,
i E210 - Pastoral Literature Expense

m Tab over to the debit column to enter the amount being transferred into this expense account.

EE General Journal Entry * HowDol? B _ (O] =

‘ﬁEreviDus lﬂﬂe:-:t ﬁF‘rin_t... QhHistDr_u
Date  [08/25/2001 || Enbpho [12345

Arncou =
B100 - Chu... [RdlRBEiERN}

|

Save & Cloze | Save &k New | Clear |

Streamling financial tazks with the only checks, farms and supplies quaranteed o wark with QuickBooks.

m  You may wish to add a memo in the Memo column. Then tab to the Class column and select the correct
denomination.

kE General Journal Entry * HowDol? @ _|0O) x
4@Pievious EPMNext w35 Print.. 8 Histary
Date  [03/25/2001 @]  EniyMo [12345
Account Drehit Credit bd 2o M ame = Clazs
- - E-Prot > |~
< Add MNew >
1-General
« 2-Protestant
3-Catholic
Save & Cloze Save &k New A-Jewizh
Streamling financial tagks with the only checks, forms and supplies guaranteed o wark with QuickBooks,
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m Tab to the next line in the Account column. You will notice that the amount entered in the first line shows
up in the opposite column on the next available line; this amount will be assigned after the last balance has
been entered in the journal entry. Do not alter this number.

kE General Joumnal Entiy w* HowDol? @ _ |0 x
d@Pevious B Mext 5 Print... 8 Histary
Date  [os/25/2001 @]  Enby Mo, [12345

Aocount D ehit Credit bemo MHame E Clazz
E100 - Cournszel... 133.00 tranzfer 2-Prot.. =

Save & Cloze Save & New Clear I

Strearnline financial tazks with the only checks, forms and supplies quaranteed o waork with QuickBooks,

m In the Account column, choose the next expense account. This is the account you wish to transfer funds
OUT of (decrease). The amount will already appear in the credit column. Select the appropriate

denomination in the Class column.

EE General Journal Entry  HowDol? @ |0 =<
qﬁErE\wiuus ﬂ'ﬂext ﬁ Frint... E':i'_-. Hiztory
Date  [os/25/2001 @|  EntyNao [12345
Account D ehit Credit kemo Mame E Clazz
G100 - Counzel... 195.00 tranzfer 2Pt =
~ v 2-Frot
< Add Hew »
1-leneral
Save & Cloze Save & New 2 rotestant
= = 3-Eathu:uli|:
S reamling financial tasks with the only checks, forms and supplies quaranteed to work with QuickBig_Jewish

m Repeat the above steps for each expense account that you wish to transfer funds to or from.

NOTE: In this example, we have done a simple transfer from one account to another. Please note that the
debit and credits in this example are for this example ONLY and may not be the same for your transfer. That
depends on the types of accounts involved in the transfer. You may enter as many accounts as you wish in
the Journal Entry as long as it balances. Regardless of how many accounts are entered in the Journal Entry,
when you tab into the last line to enter your last expense account the amount remaining on that line should
be the correct amount and in the debit or credit column that you expected. The recommendation is to keep
Journal Entries as simple as possible to avoid confusion later on.
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m Click Save & Next to record this entry and to generate a blank journal entry screen, or Save & Close to
record the entry and close the journal entry screen.

EE General Journal Entry * HowDol? @ _ |00 x
4@Pievious EPNewt w3 Print.. &4 Histary
Date  [os/25/2001 @|  Entw Mo [12345
Aocount D ehit Credit b emo Mame E Clazz
B100 - Counszel... 193.00 tranzfer 2-Prot.. =

E100 - Counsel...| |

Streamling financial tagks with the only checks, forms and supplies quaranteed to wark with QuickBooks,

NOTE: In order to increase the balance of an expense account the amount is entered in the Debit column
of the journal entry; to decrease the balance the amount is entered in the Credit column of the journal entry.
Expense account balances will normally show in the debit column.
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Adjustments

Bounced Checks

To Handle a Bounced Check from a Donation Received:
m From the Company Navigator, select the Chart of Accounts icon.

B anking Mavigator

Banking

Checks
_I (
Online p _
Banking {
d -“: —J =
ﬂ Transter Funds Reconcile
[eposit %
C redlt Card
Charges
== - " i-_ i .-.‘,li\-"- . Fl
Check Make Journal Chart of Order
Reqister Entry Accounts Checks

m Click the Account button located at the bottom left corner of the screen and select New.

Fu Chart of Accounts w HowDol? W _ (O] x
% | Hame = % | Type Balance
+1000 - Checking Bank. 1475668 = J
+ 100 - General Barik 3.700.68 J
+ 1020 - Protestant Bank 2.274.00
« 1030 - Catholic Bank 2,360.00
+ 1040 - Jewizh Bank 1.110.00
« 1100 - Savings Bark 21.76R.50
¢ 1110 - General Banlk .00
+ 1120 - Protestant Bank .00
+ 1130 - Cathalic Barik

+ 11301 - CD Account
+ 1400 - Fixed b e zael
« 1410 - General Fixed Azzet
¢ 14107 - Advent Wreath Fixed Azzet
«1410.2 - Olympus Digital Camera Fised Azzet 4E|E| 93
+ 1420 - Protestant Fixed Azzet 4,28222

Activities ™ | Repots ™ | Show Al

Edit ! Chrl+E

Delete Chrl+D
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TRANSACTIONS Adjustments / Bounced Checks

m To the right of the Type field, click the drop-down arrow and select Expense.

-7 New ficcount =] E3 |

Type ¥ Murnber I oK
Bark
Aocounts Receivable Cancel
Other Curent Azzet
Fied dezet Hext
Other Azset _
Accounts Payable pf I j Account iz
Credit Card ihactive

Other Current Liabiliby
Lang Term Liahility

E quity

Income

Cost of Goods Sold

Other Income
Qther Expense

m Fill in the appropriate account number as a sub-account of 7200 — Miscellaneous and the account name
Bad Check Charge. Make this a sub-account of 7200.

71 Hew Account * HowDol? @ _|O) x |
Type  |Expense =] Number  [7210 oK
Cancel
Name | ad Check Charge Mot
W | Subaccount of {7200 - Miscelaneous j — Account iz
i E210 - Pastoral Literature Expenze -
De=zcription | E260 - Supplies Expenze
G300 - Contingency Minizty Expense
Nate B370 - Services Expenze
I B400 - Rehgious Instruction Expensze
BA20 - Cirriculum Expense

E421 - Sunday Schor Expenze

E410 - Conferences and Expensze
G500 - Group Care & Reney Expense
GEOD - Qluality of Life Conce Expense

G700 - Lay Programs Expenze
E750 - Equipment Expenze
B200 - Humanitarian Expense

G300 - Financial Program S0 Expense d
Y000 - Community Obzervar Expensze
7010 - Mational Prager 0 Expenze
7100 - Public Relations Expenze
7150 - Equi t Expen

Expense

m Click OK to save the entry.
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m From the Banking Navigator, click the Make Journal Entry icon.

Banking Havigator

Banking

e

Checks
_I |
Online y _
EBanking {
3 ) pr— 3
ﬂ Transter Funds Recancile
Deposit %
Eredlt Card
Charges
o, & .{_.'i'__ : A
Check Make Journal Chart of Order
Reqgizter Entr Accounts Che: ks

m Change the Date if necessary and add an Entry No.

EE General Journal Entryp * HowDol? @ _|Of =

4@Pievious EPNext w3 Print.. &4 History

Date  [0s/25/2001 @ | QEniw Mo [Eiad Chi 34

Aocount D ehit Credit b ermio M ame Clazz

Save & Clogze Save &k New Clear |

Tares qiving vou headaches? Let TurbaT ax quide youw through your tases.
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TRANSACTIONS Adjustments / Bounced Checks
m Click in the Account column and select the Bad Check Charge expense account from the drop-down
menu.
kg General Journal Entry » HowDol? W _|O) x
ﬁEreviDus lﬂﬂe:-:t ﬁF‘rinﬁ... Qh Hiztory
Date  [08/25/2001 @]  Eni Mo [Bad Chi 34
Account D ehit Credit

[7200 - Miscell = 0.00|

E260 - Suppliez Expenze
G300 - Contingency kMinistry Expense
B370 - Services Expenze
E400 - Rehgious Instruction Expenze
G420 - Cirriculum Expenze
E421 - Sunday Schor Expenze Save & Close Save & New Fiewvert |
6410 - Conferences and Expenze -
1 BB00- Group Care & Rener Expenze & Backup Service.

| BBOO- Quality of Life Conce Expenze
G700 - Lay Programs Expenze
E750 - Equipment Expenze
E300 - Hurnanitarian Expenze

G300 - Financial Program 50 Expense
F000 - Community Dbzervar Espense
7010 - Mational Praper 0 Expenze
100 - Public: Relations Expenze
7180 - Equipment Expenze
7200 - Miscellansousz Expenze
¢ 7210 - Bad Check Charc Expenze

7260 - Supplies Expense

m Tab to the Debit column and enter the amount of the bounced check.

kg General Joumnal Entry = HowDaol?l _ O] x

‘ﬁEreviDus lﬂﬂe:-:t ﬁF‘rinﬁ... Qb Hiztory
Date  [08/25/2001 ||  Eniw Mo [Bad Chi 34
Account Debit Credit b ermo Marmne fd  Clazs
= |100.00
Save & Cloze | Save &k New | R evert |

FREE! 30-day trial when vou sign up for QuickBoaoks Online Backup Service.
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m Add a memo in the Memo column to indicate this is a bad check. Then tab to the Class column and select
the denomination that was originally associated with this check.

EE General Joumnal Entry * HowDol? Wl _|O) x

‘ﬁEreviDus lﬂﬂe:-:t ﬁ Prirt... Eth Histary

Date  [0s/25/2001 @|  Erty Mo [Bad Chk 34

Accaunt D ehit Credit kema M arme T Clazz
- o R
< Add Hew »
1-General
Z-Pratestant
Save & Cloze Save & Hew | 4-Jewizh
FREE! 30-day trial when wou sign wp for BuickBooks Online Backup Service.

m Tab to the next line in the Account column. You will notice that the amount entered in the first line shows
up in the credit column on the next available line; this amount will be assigned after the last balance has
been entered in the journal entry. Do not alter this number.

m In the Account column, choose the bank sub-account where this check was deposited. This will remove the
funds from the bank sub-account. The amount will already appear in the credit column.

kg General Journal Entry _ O

‘ﬁErevinus lﬂﬂe:-:t ﬁ Frint... Qb Hiztorny
Date  [08/25/2001 @]  Eniy Mo, [Bad Chk 34
Aocount D ehit Credit MHame E Clazz

7200 Mizcella... 100.00

1000 - Checki >

< Add New »

1000 - Checking Bank hd
1010 - General Bank
1020 - Protestant Bark Save & Cloze Save &k Hew Rewvert |

1030 - Catholic

1040 - Jewizh Bark

= 1100 Savings Bank

1110 - General Bark

1120 - Protestant Bark

1130 Catholic Bank

11307 - CD Account Bank
1400 - Fired Azzets Fixed Azzet
1410 - General Fised Azzet

1407 - Advent Wre Fised Azset
1410.2 - Olrpus Dic Fised Azeet
1420 - Protestant Fixed Azzet
14201 - Choir Robes Fiked Aszset
1430 - Cathalic Fived Azzet
1430.1 - Procesziona Fixed Azeet -
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Adjustments / Bounced Checks

m Enter the same memo as the previous line. The memo will be indicated in the Check register if you enter it
here. Then select the appropriate denomination in the Class column.
kg General Joumnal Entry W HowDaol? |l _|O)
ﬁEreviDus l*ﬂe:-:t ﬁ Frirt... Qb Histary
Date  [08/25/2001 ||  Eniw Mo [Bad Chk 34
Aocount Drehit Credit kemo M arme E Clazz
200 - Mizcella... 100.00 bad check HCath,.. =
- [
< Add Mew »
1-General
Save & Close Save & Mew | 2 roigstant
E-mail invoices directy from QuickBooks and get paid fazter using Online Billing, lewish |
]

record the entry and close the journal entry screen.

Click Save & Next to record this entry and to generate a blank journal entry screen, or Save & Close to

EE General Journal Entrp

1000 - Checki...

= HowDol? @ _|Of =
4@Pieviou: EPMNext < Print &4 Hiztary
Date  [08/25/2001 @]  Enty Mo [Bad Chi 34
Account L ehit Credit b emo MHame E Clazs
7200 - Mizcela... 100.00 bad check ICath... =~

3-Cath...

E -mail ifvoices directy from QuickBooks and get paid fazter using Online Biling.

Payments section when of the reconciliation screen.

NOTE: This transaction should be listed on your bank statement and will be listed in the Checks and

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services

4 234 p



Reference Guide
HI| Contents |I[Terminology|IHINIBIEINININININININININININI

TRANSACTIONS Adjustments / Bounced Checks

Entering a bank charge for the returned check:
m  Open the appropriate Checking sub-account register and go to a blank transaction.

&, 1000 - Checking:1030 - Catholic » How Dol?
¢ Goto... ﬁ Frint... @ Edit Tranzaction _D_uiu:kFE eport
D ate M urnber Papes Fayment | Deposzit Balance
Type Account | temo
072242001 100.00 1,525,000 =
DEFP 4000 - Regular Contribu Deposit
0743142001 v 10,000.00 247500
TRAMSFR| 3000 - Opening Bal Equ DOpening Balance
0a8/25,/2001 Bad Chk 3 100,00 a.375.00
GEMJRML)| 7200 - Mizcellaneous: ¥z bad check
Mumber  ||Paves > [10.00 Deposit
Account = temo -
E nding balance 3,375.00
Sartby [Date, Type, Number/Rel | Record Festore

< Get answers bo your QuickBooks guestions anvtime -- dab or night - az a Premier Plan memberl

m In the blank transaction, leave the Payee field blank. Enter the bank charge amount in the Payment

column.
&. 1000 - Checking:1030 - Catholic * How Do l?
% Gota.. ﬁ Frint.... @ Edit Tranzaction QuickH epark
[rate Mumber Fayee FPapment | Deposit Balance
Type Aocount | tdemo
07 /22,200 100.00 152500 =
DEP 4000 - Regular Contribu Deposit
0732001 v 10,000.00 2.475.00
TRAMNSFR] 3000 - Opening Bal Equ Opening B alance
03/25,/200 Bad Chi 3 8.375.00
GEMJRML|| 7200 - Mizcellaneous: ¥z bad check
08/28/2001 Bl Mumber  |[Faves Deposit
Azcount = Memo udl
Splits | hding balance 8.375.00
[ 1-Lline
S0t by [Date, Type, Numher;"Helﬂ Record Restore
< Get answers to your QuickBooks guestions anytime -- day or hight -- a3 a Premier Plan memberl
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m In the Account field, enter the Bad Check Charge expense account and enter a Memo if desired.

02282001 B||Murmber  ||Paves * [[15.00 Deposzit 8.360.00

CHE. 7200 - Mizcellaneou ™ | returned check from ...
084282001 G260 - Supplies Expenze -
G300 - Cantingency kinizty Expense

G370 - Services Expenze

. B400 - Religious Instruction Expenze :
Splits | 420 - Cirriculurn Expense B Daonts Frsl
e G421 - Sunday Schoo Expense

6410 - Conferences and Expense

Sartb I— BR00 - Gru:-u_p Eare_& Renev Expense
SRS | Date, Type, Numb BEO0 - Quality of Life Conce Expense BB Restore

< Get angwers bo your Quic B700 - Lay Programs Expense lah mernber]
E780 - Equipment Expenze
B300 - Hurmanitarian Expenze
B300 - Financial Program Si0 Expense
7000 - Cammunity Obzervar Expense
70 - Mational Prayer 0 Expenze
7100 - Public Relations Expenze
#1680 - Equipment Expense
7200 - Mizcelaneous Expenze
7210 - Bad Check Chare Expenze

7260 - Suppliez Expenze

|

m Click Record.
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Adjustments / Void a Check

When a check is voided the Accounting Technician needs to write VOID across the signature line and amount
line and file in the fund records. Additional, the voided check must be recorded as VOID in your QuickBooks

data file.

To Void a Check:
m Use thefunction to locate and Go To the check to be voided.

* HowDol? @ _|Of %
iR e Current Choices il
Filter Humnber
- Filter Setto Cloze
Armaunt j I222 To I Murnber 222
Drate TranzactionT ype| Check, Reszet
[tem Posting Status  |Either
Memo
Marne
MHumber
TranzactionT ype ;I
L Date Type Hum Mame Account b emno Apnount |
872072001 [CHK 222 Oregon Cath 1000 - Chec|Optional me -99.00 | %
Repart |
Mumber of
matches: 1
m The Write Checks window opens displaying the check to be voided.
= Wnte Checks - General _ O] x|
4@Peviou: EPMext £HPrint -
Bank Account |1IZIEIIZI - Checking: 1010 - General j Ending Balance 3.700.68
Mo, a2
Date 08/20/2001 &
Pay to the Order of  Oregon Catholic Press - $ 9300

Ninet‘lrl_nineandI:II:III,I'II:II:lxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxDD"arS

Oregon Catholic Press

Address

tema Optional memo

J

Expenses $39.00 ] Items 30.00 | ™ Ta be printed
Account Amount b emo Cuztomer.Job Clazs

BO00 - ‘warship & Reli.. ‘ ED.DD‘ 1 General

E200 - Paztoral Visitati... 43.00 1 -General
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m From Edit in the Menu Bar, select Void Check.

B2 USAF Chaplain Services - Air Base -
File QX[ *fieww Liste Company  Custome

Unda Typing Chil+2 i
wiite  Bewert ]

Cut Chrl+4

Copy Chrl+C

Pazte Chrl+4

Mew Check, Chrl+M

Delete Check Chrl+D

Memaorize Check Chrl+b4

Copy Check ! Chrl+0

Go To Transter Chrl+(

Tranzaction Histany... Ctrl+H

Show Lizt Chrl+L

|1z Register Chrl+R

Motepad

Change Account Colar. ..

I1ze Calculator

Eind... Chil+F

Freferences. ..

m The check will now show an amount of 0.00 and VOID will appear in the Memo field. Click Save & Close.

= Wnte Checks - General » HowDol? @ _|Of x
4@Pweviou: EPpNext <HPint -
Bank Account |'| 000 - Checking1010 - General j Ending Balance 2.700.63

Mo, 2ed
Date Oou200900]

Pay ta the Order of |Jregon Catholic Press - | % 000

Dallars

Oregon Catholic Press

Addrezs

btional memo

J Expenses $0.00 | ltems $0.00 | I Tabe printed
Account Arnount Memo Cuzstomer.Job E Clazz

B000 - “Worzhip & Reli... 0.00 1-General -
E200 - Pastaral Yisitati... 0.00 1-General
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Basics of Finding & Editing Transactions

Finding Transactions
The Find feature allows you to locate a transaction, or transactions, in QuickBooks.

To Use the Find feature:
m From the Edit menu, select Find.

&2 USAF Chaplain Services - Air Bag
File WXsl@ “fiew Lists Company Custe

[dm [Etr{+e
iite  LEveEr

[0 [Etr{+
[y [Etr{+E
Easte (B
td emornize Chrl+t4
Tranzaction History...  Chrl+H
|1z Register Chrl+FR
Refrezh Repaort F5&
Ilze Calculator

Preferences... ! |

m Select the appropriate filter from the Filter list.

— Chooze Filker

Filter Account
F

Armount — I.-’-'-.II accounts j
lft’ate 1 Irelids spltdeta
M
M emo G
Hame s
Mumnber £ Fon detal aceatnts matehing
TrahzactionTupe & I"'j"ll accounts j
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m Define the parameters for the filter you selected in the section to the right of the filter list (such as amount,
date, name, etc.). For example, you can narrow your search by entering a date range, transaction amount,
or the name of the customer or vendor involved.

Pl Current Choices
Filter Account
ETe— Fite
',r_-,ﬁ.:,::,i'::.lr; All bank. accounts j ot
Date Selected accounts... -
Itern J
Memo All balance sheet accounts
MHame Al azzets
Murmnber All current agzets
TranzactionT ype j < Al bank, accounts
all accounts receivable
All other current azzets
m Click the Find button after you have made all of your filter selections.
w HowDol? |l _ O] x
il Current Choices

Filter Cleared
Aging ;I : Filter Setto Cloze
Billing Status " Either TrangachionT ype| Deposit
Clazz ‘e Cleared es | Reset
Cleared I_I He Posting Status  [Either
Custamer Type ¥ ‘Yer
D etail Level
Due Date
Entereda’MDdified;I

m If you see the transaction you want listed at the bottom of the window, double-click the transaction or select

the transaction and click the Go To button to open the transaction.

= HowDol?l _|O) x
e Current Choices Eind
Filter Cleared
Aging ;I : Filker Setto Cloze
Biling Status " Either TranzactionType| D eposit
Clagz e Cleared ez | Fezet
Cleared I_I Ha Fosting Statuz | Either
Cuztarmer Type i+ “Yeg
Detail Lewvel
Due Date
Entered/Modified LI
Diate Tupe M urmn M arme Account Memo Arnaurt GaTa E |
[1000 - Ched Interest
037312001 |DEP 1000 - Chec/Opening Ba 00.00 Report |
04701 /72001 (DEP 1000 - Chec/Opening Ba 4500
MHurmber iof
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m Click the Reset button to find another transaction or click the Close button to close the Find window.

w» HowDol? W _|O) >

— Chonoze Filker

Current Choices Fird

Filker Cleared
Aging " : Filter Setto
Billing Status " Either TranzachionT ype| Deposit

Clazz Cleared Tes |
Cleared I_I £ No Posting Status  [Either

Custorner Type i+ ez
Dretail Lewel

Due Date

E ntered/t odified LI

Diate Tupe Murm M arme Account Memo Apnaurt GaTa
g8/01/2000|DEP 1000 - Chec]Interest | 15.00 |
0373172001 DEP 1000 - Chec) Opening Ba 500.00 Fepart
04701 /2001 | DEP 1000 - Checj Opening Ba 45.00
Murnber of
rmatches: 3

An alternative way of Finding a Transaction is to open a register if you know the approximate date of the
transaction and an account to which the transaction was posted. For example, you can find a check by opening
the register for your checking account.

Example: If you wrote a check from the 1010 — General Checking sub-account against a specific expense

account, open the 1010 — General Checking sub-account register to look for this particular transaction by check
number or date.
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Editing Transactions

To Edit or Change Information on a Transaction:
m Locate the transaction on the appropriate report or register. You can also use the Find feature (Click Edit,
then Find to open the Find window).

= 1000 - Checking:1010 - General * HowDol?
% Goto... ﬁ Frint... @ Edit Tranzaction QuickH epart
[rate M urnber Payes Pavment ¥ Deposit Balance
Type Account | bl emo

06302001 1.500.00 201500 =
DEF 3000 - Dpening Bal Equ Opening Balance Depos

0a/20/2001 1.252.00 326700
DEP 4100 - Dezsignated Cont Depogit

0a/20/2001 3268 S,ESE.EE—I
DEF G700 - Lay Programs:E7 Project Officer Beturn
222 Oregon Catholic Press * ||99.00 Ceposzit 3.200.68
CHE. I“*& -zplit- |I:I|:|tin:-nal IhEmo -|

Splits | Ending balance 3.700.68

[ 1-Lline
Sort by [Date, Type. Numbera’Helﬂ Record | Restore

Get paid faster by billing pour customers online.

m Double-click the located transaction. This will display the transaction you would like to edit. (In this
example, the Memo will be changed.)

= Write Checks - General » HowDol? W _|O) x
ﬁEreviDus lﬂﬂe:-:t ﬁF‘rin_t -
Bank Accaunt I'I 000 - Checking: 1010 - General j Ending Balance 3,700,558

Mo, 222

Date (08/20/2001 |
$ 53.00

Ninet}l_nineandI:II:III,I‘II:":IxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxDD"arS

Oregon Cathalic Press

Fay to the Order of ()= g gl (el =r

Address

b L Emo Optional memo

J Expenses $99.00 ] Items $0.00 | I™ Tobe printed
Aocount Aot bl emo Custamer.)ob Clazz
G000 - Worship & Reli... R0.00 1-General
B200 - Paztoral Visitati... 43.00 1-General
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m Make the necessary changes.

« Write Checks - General »* HowDol? @ _ O} >
ﬁEreviDus *ﬂe:-:t ﬁF‘rin! -
Bank Accaunt I'IEII:II:I- Checking: 1010 - General j Ending Balance 3,700,658

Mo, 222

Date 08/20/2001 &
$ 99.00

Ninet-lrl_nineandI:II:III.I‘II:II:IxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxDD”arS

Oregon Catholic Press

Fay to the Order of  Oregon Catholic Press -

Address

Memo & much mare sigrifizant memall]

L=

Expenses 0,00 I [ Tobe printed
Account Armount b emo CuztomerJob E Clagz

BO00 - “orship & Rel... A0.00 1-General &

B200 - Pastoral Wisitati... 43.00 1-General

Clear Splitz Recalculate Save & Cloze Save & Hew | Rewvert |

Switch ta the QuickBoaoks Credit Card for low interest rates and travel perks.
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m Click the Save & New or, Save & Close in the lower portion of the window to record the changes.

= wiite Checks - General w HowDaol? @ - |O0) =
4@Pievious BPNext <@Pint -
Bank Account |1IZIIIIIII- Checking: 1010 - General j Ending Balance 3.700.63
Mo, 222
Date 08/20/2001 |
Pay to the Order of  Oregon Catholic Press - $ 99.00

Ninet—lrl_nineandEIEIII,I'“:":IxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxDD”arS

Oregon Catholic: Press

Address

Memo A& much more significant mermaol |l

J Expenses $99.00 | ltems $0.00 | I™ Tobe printed
Aocount Armount bl emo Customer.)ob E Clazz
G000 - “Worship & Reli... A0.00 1-General &
G200 - Paztoral Visitati... 43.00 1-General

Clear Splitz Recalculate Save & Mew I Revert |

Switch bo the QuickBooks Credit Card for low interest rates and travel perks.

NOTE: Do not edit a previous fiscal year transaction by just changing the register. Adjustments in a
previous fiscal year to the data file must be made with a new Journal Entry or another new entry.
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Memorizing Transactions

When a particular transaction with the same names, items, and accounts is going to be repeated, it is a good
idea to memorize it. You can instruct QuickBooks to remind you or automatically enter it.

NOTE: If you are memorizing a payment of any kind, the transaction can be recorded automatically, but you
will still need to PRINT the check.

To Memorize a Transaction:

m Display the transaction that you would like to memorize. (You may open a transaction you have already
recorded and want to memorize, or you may memorize a transaction you are currently creating and have not
yet recorded.)

w# Enter Bill w HowDol?l_ O] x
4@ Previouz B MNewt U Histary

@ Bl Credi V¥ Eill Feceived

“endor Whaolesale Flarist - | Date 09/01/2001 G|

Bil Due 10/01/2001 |
Amount Dpe  143.00

Terms hd | Fef. Mo.

temo  [Monthly Flowers

J Expenses $149.00 | ltems $0.00 |
Account Arnount b emo CuztomerJob E Clazz
BO00 - “orzhip & Rel... 149.00 1-General -
Clear Splitz R ecalculate Save & Cloze Save & New | Clear |
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m  From the Edit menu, select Memorize.

&2 USAF Chaplain Services - Air Basze -

File sl “fiew Listz Company Cuzstome

Undo Typing Chrl+ i
hdrite Bevert
[Et (Bt
By [t
Easte [EEr{+s
Hew Bl Clrl+H
Mermarize Bill Chrl+t4
Wioid Bill h
Copy Bill Ctrl+0
Go To Transter Clrl+G
|1z Register Ctrl+F
Motepad

Change Account Color....

I1ze Calculator

Find... Chrl+F
Freferences. ..

m Enter a distinctive name for the memorized transaction.

* Memorize Tranzaction |

Hame |Marithly Flower Bil DK

" Don't Bemind e
" Automatically E nter
£ it Tirarreastions i ErEup

=
% Remind Me g How Often [N ever hd

MHext Date I E

Cancel

Help

{4 mtren Bemarmmg |

[Wave| f&dyvance TmERter ||:|

(arapEE] <N o> ﬂ

m If this transaction is part of a group, select the group name from the Group Name field.

m  Select the correct button for either reminding you, not reminding you, or to automatically enter the

memorized transaction.

* Memorize Tranzaction

Marme |h-1n:|nthl_l,l Flawer Bil

™ Femind Me
" Don't Remind Me

£ it Traneactions i Ereum

How Often INever ﬂ

MHext Date I E

1] 4
Cancel

Help

Mumber Femaining |

Diayz In Advance To Enter ||:|

[Froupiame | <Moner ﬂ
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m In the How Often field, select the frequency of the transaction.

Memorizing Transactions

* Memorize Tranzaction |
Name [Monthly Flower Bil 0K
© Remind Me How Often [T ~ | Cancel
™ Don't Remind Me Mest Date | Mever Help
i Draily
= Automatically E nter Murnber Bem| eskly
it Transactiene i Eeup Days |n ddvg Ei?é}ét?;;‘ﬁﬁks
Ewery four weeks
Eird “amemM
[Quarterly B
Twice a year
Annally
m In the Next Date field, select the date for the next time you will use this transaction.
* Memonze Tranzaction |
Name |Marithly Flower Bil 0K
" Remind Me Haow Often |M|:|nthly ﬂ Cancel
" Don't Remind Me NestDate  [10/0/2001 & Help
& Automatically Enter Mumber Beml 4 October - 2001 -+
£ it Tiraneactions i EreuE Days In &dvg Su Mo Tu We Th Fr_Sa
% W1 2 3 4 5 B
[ Enme ¥ % 3 10 11 12 13
14 15 16 17 18 19 Z0
21 22 23 24 28 2B EF
28 29 30 A

m If you chose to have the transaction automatically enter, enter the number of times to use this transaction, as

well as days in advance to enter.

* Memorize Tranzaction

Mame IM:::nthI_l,l Flewer Bil

" Femind Me

" Don't Remind Me

i Automatically Enter

£ it Traneactions in Ereum

How Ofter |

bl kil

[rays In Advance To Enter

[FroumHame

<Monesx

Cancel

Help

]|

m Click OK.
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Memorize Transaction Groups
When memorizing transactions you can group them together to enter at the same time and with the same
memorization settings.

To create a Memorized Transaction Group:
m Click Lists in the top menu bar, and select Memorized Transaction List.

&2 USAF Chaplain Services - Air Base - QuickBooks Prd
File Edit “iew JEEe

Company  Customers  “endors Emp

ﬁ Chart of &ccounts Chrl+y
\Wiite Checks En ltem List
. Price Lewel Lizt
Clasz List
CuztomerJob List Chrl+J
“endor Lizt

Employes List

Other Hames List

Cuztomer & Yendar Profile Lists r
T emplates

Memanzed Tranzaction List

m Click the Memorized Transaction button in the bottom left corner of the list window. Select New Group.

#r- Memonzed Transaction List

anthly Flawer Bill 2000 - 143.00| Manthly

i Memornized Transaction = Enter Transzaction

N Edit Ctrl+E

Delete E[r!D

Print List...  Ctrl+P
Be-zort Lizt
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m Enter a Name for the group.

< Hew Memornized Transaction Group !EI

MName |h-1|:|nthl_|,| Flawer Orders 1].4
[,

" Remind Me = How Often  [Never ﬂ Cancel

" Dion't Remind Me Mext Date I @
™ Automatically Enter MumbenFemaiting I
[anelmedyvance TmERter ||:|

m Select the correct button for either reminding you, not reminding you, or to automatically enter the
memorized transaction.

= Mew Memorized Tranzaction Group !E[

Harme |I'v1|:|nthl_|,| Floweer Orderd 1] 4
[y %&mind Me How Often INever ﬂ Cancel
" Don't Femind Me Megt Date I @
™ Automatically Enter Hurmben Bemairing I

[Wapelnddyvance i ERter ||:|

m Select the frequency of the transaction from the How Often field.

= Mew Memorized Tranzaction Group !E[

Harne |I'v1|:|nthl_|,| Flawwer Orders 1] 4
" Remind Me How Often [T ~ EEEE]
™ Don't Remind Me Megt Date Newver

& D aily
' Autamatically Enter Fumber Fem| weekly

Eweny bao weeks
Dave nA0vd  Twice a manth

E ey four weeks

Cluarkerly ES B
Twice a year
Anrally
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m Select the date for the next time you will use this transaction in the Next Date field.

 Mew Memornized Transaction Group M= E3 |

Marne IMI:Ir'IthL',' Flawaer Orders 1] 4
& Remind Me Howe Often |M|:unthl_u ﬂ Cancel
" Don't Remind Me Megt Date ME
" Automatically Enter Mumter Bem| 4= September - 2001 -

S5u Mo Tu We Th Fr 5a

1§
2 3 4 &5 B 7

9 10 11 12 13 14 15
16 17 18 13 20 21 22
23 024 25 26 27 28 29
el

(el ddys

m If you chose to have the transaction group automatically entered, fill in the number of times to use this
transaction group, as well as days in advance to enter the group.
m Click OK.

# Schedule Transaction Group H=] |

Mame IM:::nthI_l,l Flower Orders

%" Remind Me Haow Often |h-1.;.nth|_|,| ﬂ Cancel |

™ Don't Remind ke Mext Date IME

" Autamatically Enter fumter Hemaiting I—
[Mawsmbdyvance Tio Enter ||:|—
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REPORTS Why Use Reports? / Creating Reports
Why Use Reports?

Reports give you insight into your organization’s finances. You can use reports to answer questions like these:
m  Which bills need to be paid?

m  What will my cash flow be for the next quarter?

m Are my expenses within budget?

QuickBooks provides many different kinds of reports that cover all aspects of the Chaplain Service Fund. If you

create a report and it does not show exactly what you need, you can apply a filter to the report to change its
scope. For example, you can filter a vendor report to show only bills or credits from a particular vendor.

Creating Reports
The following section details how to create, customize, filter, and memorize reports.

There is More Than One Way to Create a Report:
m From the Reports window, choose a report category and then choose the report you want.

Banking WSl “findow  Help
[ Bepart Finder
tized Fiepo hemonzed Reportz r

Process Multiple Reportz

Company & Financial »
Cuztomers & Receivables r
Sales »
Jobz & Time »
Wendors & Payables »
Banking r
Accountant & T axes 4 wl
Budget » General Ledger
List k Tranzaction Detal by Account
Cusztam Surnmary B epart il:uur.nal .
. . Apadit T rail
Custam Transaction Detail Beport
ickAenat Cled Transa-:tiu:u.n !_ist by D ate
. : Account Listing
Tranzaction Histary
Tranzaction Journal Inzome T ax Preparation
Income Tax Summary
Income Tax Detail
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REPORTS Creating Reports

m Click the Reports menu button on any list. Then choose the report you want.

. Wendor List * HowDol? M _|O0) x

M ame Balance

bindy Trapp

Marth American Miszion Board
Qregon Catholic Press
Dwen's Photographky
YWholesale Flonst

Yendor - Activities =

il I S]]

QuickReport: Care Hoteg  Chrl+0 i
Dpen Balance: Care Hotes

Phone List
Contact List

Beportz on All Yendarz 3

m If you do not know which report you want, choose Report Finder from the Reports menu. Use the Report

Finder to learn about and view examples of different reports. When you find one that meets your needs,
click Display.

i@l Report Finder » HowDol? M _ |0 xl

Select a type of report,

Compary & Financial Thesze reports provide information about the financial pozsition of vour
COMPary,
Select a repart.

rofit & Loss Standard [~ Profit and Loss

Prafit & Loz Detail Ordinary Income/Expense

Prafit & Logz Y'TD Comparison IMzorne

Profit & Logz Prev Year Comparizon Labor %4-152-09
Profit & Loss by Job Construction

Prafit & Loz by Class Subeortractors

Incomme by Customer Surmmary Total Constructi

Income by Customer Detail Tatal Incarne 13.084.38
Expenzes by Yendor Summany Gross Profit 13.084.38
Expenzes by Vendor Detail

Income and Expense Graph £50.00
Balance Sheet Standard 130226
Balance Sheet Detail 1,262.26
Balance Shest Surmmary LI Total Expense 1,853 26

Met Ordinary Incomne 11,232.12

Set the date range. Met Imcome 11,232 .12
IThis Maonth-to-date j B I e R
Frarm To Yw'hat you'll learn

IEIE.-"IJ'I 900 E IEIE.-"EIE;"EEID'I E How ruch money did | make or loze over a specific penod of ime?

Modify Repart... | Dizplay Frirt. .. Excel...

Learn time-zaving tips bo get the most out of QuickBooks.
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REPORTS Creating Reports / Seeing the Detail

m Click the Memorized Reports icon in the menu bar. There are custom reports created for the Chaplain
Service and other basic financial reports list there.

Memorized Report List

+ USAF Chaplain's Service
+hggregated Balance Sheet _l
+Aggregated Income & Expenze Report
<+ Adit Trail
+Catholic Income
+Denominational Ealance Sheet
+ Denominational Income % Expense Report
+Fived Azzetz
+General Income
+ Mizzing Checkz
+ Profit & Logs by Class
+ Pratestant [nocome
+ Trangfer Repart ﬂ

Dizplay... Frint... el

Seeing the Detail Behind a Summary Amount

When you create a report that summarizes groups of transactions, you can get more detail about any amount in
the report. In the report, double-click the amount, on the transaction you are interested in, when the cursor turns
to the magnifying glass with the Z in it. A new report appears. The report lists the individual transactions from
which QuickBooks calculated the summary amount.

USAF Chaplain Services - Air Base
Custom Summary Report

All Transactions
& Aug 25, M1 <

Income
4000 - Regular Comtrilntions Bo0.00
4100 - Designated Contributions 1,552.00
4200 - Organizational/Activity Contrib 42200
'PM USAF Chaplain Services - Air Base
501 Custom Transaction Detail Report
rual Basis All Transactions
% Type & Date + Hum = Hame & Memo % Account ¢ Class +Clr +
07222001 0815 Catholic Mass Deposit 4000 - Regular Con...  3-Catholic 10
Gererar quLrnal 073172001 oB. .. 4000 - Regular Con...  2-Protes.. -z
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REPORTS Creating Reports / Seeing the Detail

To see one of the listed transactions in its original form, double-click the transaction's entry in the report. For
example, if you double-click on a deposit, the deposit will appear on screen.

[t Make Deposits

ﬁEreviDus *ﬂe:-:t ﬁF‘rinﬁ - .F'a_l,lments

Dreposit To | [NENRESS e

i ~| Date[o7/22/20m 8| Mema [Deposit

Click Payments to select customer payments that vou have received. List any other amaunts ko
depogit below.

» HowDol? @ _ O] x

Recered Fram  From Account
0215 Catholic... | 4000 - Regula...

kM ermi Chk Na. Pt Meth, Clazs Armount
ICa... 100,00 =

D epozit Subtatal 10000

T o get cazh back from this deposit, enter the amount below. Indicate the account
where you want thiz money to go, such as pour Petty Cash account,

Cash back goes to Cazh back memao Cash back amoumnt

| b | |

Deposit Total 100.00

Save & Cloze Save &k Hew | Rewvert |
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REPORTS Customizing / Date Range

Customizing

The Appearance of Reports may be Customized by:
Changing the Date Range

Changing Fonts and Numbers
Adding or Removing Columns
Resizing Columns

Sorting by Columns

Moving Columns

Changing the Header or Footer
Grouping and Subtotaling Data

If a report is customized or filtered in any way, it must be memorized in order to save those changes and be able
to quickly generate again.

Changing the Date Range
All reports have a default date range when you create them. You can have the report cover a different period of
time if you wish.

m To use a different preset date range, select one of the ranges shown on the Dates drop-down list.

il Custom Summary Report M=l E

Modify Report... temarize. .. | Frirt... | Excel... Hide Header | Collapse Refresh
(REE T his Fiscal rear-to-date From [10/01/2000 B To[06/05/2001 8| Columns [Total anly =]
Thiz Maonth-to-date - ] . ]
RBH This Fiscal Quarter F Chaplain Services - Air Base
Thig Fizcal Quarter-to-date
OBI05) This Fiscal Year Istom Summary Report
-+ Thiz Fizcal Year-to-date
esterda h ber 1, 2000 through August 5, 2001
Last Wesk + Oet 1,00 - Aug 5,01 «
Last Week-to-date ﬂ
:::z: ngm-tu-date Contributions » 2,600.00 4
Lazt Figzal Quarter ed Contributions 300.00
Last Fiscal uarter-to-date tionaliActivity Contrib 422100
Lazt Fizcal Year 5900
Lazt Fizzal Year-to-date ncome —_
Mext Week 3,374.00
Ment 4 Wweeks
Mewxt kaonth
Mext Fizcal Quarter
Mext Fizcal ear & Religious Observance
Custam * [nment 112450
6020 - Workshops a79.00
B030 - Mu=sic 111 43 ;I
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REPORTS Customizing / Date Range / Fonts and Numbers

m To change to a period of time not specified by one of the preset ranges, click the Calendar Icon to change
the dates shown in the From and To fields.

Fifl Custom Summary Report w HowDol? @ _ O >
Modify Repart... kMemarize... | Prink... | Excel... Hide Header | Collapze Fefresh
Dates | This Fiscal Yearto-date =] From [10/15/2000 8] Ta[0e/05/2001 8] Columns [Total arly |
*- October - 2000 -
9:49 PM
USAF CH gy Mo Tu We Th Fr Sa |S€
0805101 Custol 1 2 2 4 5 E 7}
_ g 9 10 11 12 13 14
A 1B
cerual Basts October 146 15 17 18 13 20 21!
223 24 25 26 27 23 [00-Augh, 01 ¢
Income 29 30 A ﬂ
4000 - Regular Contri 2E0000 4
4100 - Designated Contributions 300,00
4200 - Organizational/Activity Contrib 42200
4300 - Interest Income 52.00
Total Income 3,374.00
Expense
6000 - Worship & Religious Obzervance
010 - Environment 1,124.50
6020 - Workshops 379.00
A030 - Musie 111 43 ll

Changing Fonts and Numbers
Any of the text elements in reports may have different fonts applied to them. How numbers are displayed is an
option that the user may also change.

To Change Fonts:
m Display the desired report.
m From the Reports window, click Modify Report.

gl Custom Summ. v Beport * HowDol?
todify Repaort... . EMmanze. .. | Frirt... | Excel.. Hide Header | Collapsze Refresh
Dates | Custom =] From 101572000 B To[02/05/2001 B|  Columns [Total anly =]
9:59 PM USAF Chaplain Services - Air Base
08/05/01 Custom Summary Report
Accrual Basis October 15, 2000 through August 5, 2001
<+ Ot 15,700 - Aug 5, 01 =
Income ﬂ
4000 - Regular Contributions 3 260000 4
4100 - Designated Contributions 300.00
4200 - Organizational/Activity Contrib 422.00
4300 - Interest Income 52.00
Total Income 3,374.00
Expense

T T N T R NN U [ R, Y N ——— -
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REPORTS

m From the Fonts & Numbers tab, select the text you wish in the Change Font For window.

Reference Guide

Customizing / Date Range / Fonts and Numbers

Modify Report: Custom Summary Heport

Dizplay

l Eilters

Fontz

Change Fornt For

Company Mame

erenort LData
Repart Totals

Example

Change Fant...

l Header/Footer ] Fontz & Humbers ]

Show Megative Mumbers

o
Mormally Example
" |n Parentheses

" it a Traling Minus 20000

[" In Bright Fed

Show Al Humbers

™ Divided By 1000
[T Except Zero Amounts
[ without Cents

Rewert |

m Click the Change Font button and select the font, font style, and size you want.

Modify Report: Custom Summary Beport

[ Display

] Filterz

Fants

Change Fant Far

Colurn Labels
Fiow Labels
Report Data
Feport Totals

ompany M ame

Report Title

R epaort Subtitle
Date

Fage Mumber
Tranzactions
Time

Report Baziz

Example

! Change Font._. |

by

] Header/Footer ] Fontz & Humbers I

Show Megative Mumbers

= 1 I
el Example
i~ |n Parentheszes

 With a Traling Minus ~ ~200-0d

™ InBright Red

Show Al Humbers

™ Divided By 1000
[T Except Zero Amounts
[ without Cents

Rewvert |

. Developed by QuickPro Consulting for the United States Air Force Chaplain Services

4 257 p



Reference Guide
HI| Contents |I[Terminology|IHINIBIEINININININININININININI

REPORTS Customizing / Date Range / Fonts and Numbers

m Click OK.

Company Hame

Font: Font Style: Size:
= = Ok
|M Bold 12 q
- Regular ,_I - Cancel |
Arial Black, —1  |ltahc 14
T Arial Warmow 16
T dial Nanow Special (7] [Boid talie =] |18 =]
Help |
—Effects———— Sample
[ Shikeout
™ Underline AthYyZz
LCalar:
I- My LI Thiz iz a TrueType font. Thiz same font will be
uzed on bath your soreen and your printer.

m Repeat these steps to apply to any the other elements in the report you wish to change.

To Change How Numbers Display:
m In the Report window, click Modify Report.

* HowDol?

Fal Cuztom Summ.y Feport

EMmarize. .. | Prirt... | Excel... Hide Header | Collapze Refrezh

Modify Repart...

Dates | Custom =] From [to/15/2000 | To[os/05/2001 8| Columns [Total only R4
%:59 FM USAF Chaplain Services - Air Base
08/05/01 Custom Summary Report
Accrual Basis October 15, 2000 through Augqust 5, 2001
+ 0ct 15,00 - Aug 5, 01 =
Income ﬂ
4000 + Regular Contrilurtions [ 260000 4
4100 - Designated Contrilwutions 300.00
4200 - Organizational/Activity Comtrib 42200
4300 - Interest Income 52.00
Total Income 337400
Expenze
6000 - Worship & Religious Ohservance
6010 - Environment 1,124.50
6020 - Workshops 3700
030 - Music 111 43 LI
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REPORTS Customizing / Date Range / Fonts and Numbers

m Select the Fonts & Numbers tab.

Modify Report: Custom Summary Report
Dizplay l Filters ] Header/Foote . Fonts & Numhtés
Fonts 20
Change Fant For & pJarmally
= Example
" In Parentheses
© With a Traiing Minus 20000
Campary Mame Example [" InBright Red
Fepaort Title
Fepart Subtitle
D ate S Al Murnbers
Fage Mumber
Tranzactions [ Divided By 1000
Ti
HI;annrt Blasis [T Except Zero Amounts
Change Fort... [T without Cents
Rewert
0K Cancel Help

m Select the options you want to change in the Show Negative Numbers area. As different options are
selected, the example to the right will display that option.

Fontz & Humbers

Show Megative Mumbers

+ Mormally

Example
£ In Parenthezes

" ‘with a Traling Minus =000

™ InEright Bed
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REPORTS Customizing / Date Range / Fonts and Numbers

m To show negative numbers with a leading minus, select Normally.

j Fontz & Humbers I

Show Megative Mumbers

E xample

" Wit a Traling Minys | 0000

™ In Bright Red

m To show negative numbers in parentheses, select In Parentheses.
Show Megative Mumberz

M armally Eample

(300.00)

[~ InBright Bed

m To show negative numbers with a trailing minus, select With a Trailing Minus.

j Fontsz & Numbers I

Show Megative Mumbers

& Mormally

E xample

00.00-

m To make negative numbers appear as red, select In Bright Red.

j Fontz & Humbers I

Show Megative Mumbers

& Mormnally

" |n Parentheses

Example

300.00-
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REPORTS Customizing / Date Range / Fonts and Numbers

m Select the options you want in the Show All Numbers area.

M odify Report: Custom Summary Report
[ Dizplay l Eilters l Header/Footer ] Fontz & Humbers ]
Fontz Show Megative Humbers
Change Font Faor % Maomally
= E xample
Eclurir Label: " |n Parentheses
Fi o Label X
Faport Date Wit a Traiing Minus 0000
Feport Totals
Company Mame Example
Fepart Title
Fieport Subtitle
D ate
Fage Murber
Tranzactions .
Ti
Hl;npemt Basis [T Except Zero Amounts
Lhange Fort... | [ without Cents
Rewert |
1] 4 Cancel | Help

m To reduce numbers to multiples of 1000, select Divided By 1000.
Show All Mumnbers

| iﬁ*_ithnut Centz

m  Toremove amounts of 0.00 from the report, select Except Zero Amounts.

Show &l Mumbers
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REPORTS Customizing / Date Range / Fonts and Numbers

m To show dollar amounts without cents, select Without Cents. This rounds each amount up to the nearest
dollar. For example, 579.75 becomes 580.

Show All Numbers
[™ Divided By 1000

m Click OK.
Modify Report: Custom Summary Report
[ Dizplay I Eilterz l Header/Footer l Fontz & Humbers I
Fontz Show Megative Mumbers
Change Font Far & Momnally
= E=ample
Eclumn Labels " |n Parentheses
Fowvs Label X
oot Dot © with & Traiing Mings 0000
Repart Tatal:
Compary Mame Example [ In Bright Bed
Feport Title
Report Subtitle
D ate Show All Murnbers
Fage Murmber
Transactions [T Divided By 1000
Ti
nglpeu:urt Basic [T Except Zero Amaurnts
Change Fart.. ¥ ‘without Cents
Rewvert |

Cancel | Help
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REPORTS Customizing / Adding or Removing Columns

Adding or Removing Columns
Reports that list individual transactions can show other columns of data in addition to the ones you see when
you initially create the report.

To Add or Remove Columns:
m From the Reports window, click Modify Report.

4l Custom Summ. -y Report * HowDol?

EManze... | Frirt... | Excel .. Hide Header | Collapze

Modify Repart...

Dates | Custom =] From [ios5/z000 @] Te[0s/05/2001 E|  Columns [Total orly =]
9:59 PM USAF Chaplain Services - Air Base
08/05101 Custom Summary Report
Accrual Basis October 15, 2000 through August 5, 2001
+ Oct 1%, 00 - Aug 5,01 =
Income ﬂ
4000 - Regular Contrilntions [ 260000 4
400 - De=signated Contributions 300.00
4200 - OrganizationaliActivity Comtrib 42200
4300 - Interest Income 52.00
Total Income 3,374.00

m From the Display tab, to add columns, select the Columns you want to add.

Modify Report: Custom Transaction Detail Beport
J Dizplay I Filters l Header/Footer I Fonts & Mumberz I
Fieport Date Range
Dates IThis Month-to-date ﬂ From the first day of the current month through today
From [08/01/2001 8| To [08/05/200 8
Fieport Basziz
¥ Acciual £ Cazh Thiz zetting determines how this report calculates income and expenszes.
 [left margin] 2] Total by [Total anly =]
Tranz #
W Type b
Ertered/Last Modfied | Sorthy [Defaut hd
Lagt modified by % pAscendingordsr &3
o Date Sart in _
W MHum " Descending order 54
E.a?n.eﬂ N | Put a check mark nest to each column
= | that pou want o appear in the repaort.
Source Name "% ! PR P Advanced... | Rewvert
0K Cancel | Help
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REPORTS Customizing / Resizing Columns

m A check will appear to the left of the Columns you select.
m To remove columns from the report, clear the checkmark for each column you want to remove.
m Click OK.

NOTE: The column titled left margin adds white space along the left edge of the report. By excluding this
column, you gain some extra room for report data.

Resizing Columns
You can make any column wider or narrower. These adjustments are helpful when a report does not quite fit
across a single page.

To Make a Column Wider:
m Position the cursor over the small diamond to the right of the column title.

il Vendor Balance Detail  HowmDol? @ - |0O0) x

todify Report... temorize... | Print... | Excel .. Hide Header Fiefresh

Dates [T ~ | From | B To] & Sort By [Defaul =]
10:34 PM USAF Chaplain Services - Air Base
08/05/01 Vendor Balance Detail
Accrual Basis All Transactio,

& Type o Date ¢ Hum = Account Amount o Balance &
Care NHotes
» Bill 03431 2001 2000 - Accounts F 50,00 a50.00 4
Bill OEA1 22001 2000 - Accounts P F32.00 Gi52.00
Total Care Motes Sa2.00 a52.00
Horth American Mission Board
Bill OEA1 22001 2000 - Accounts P 919.00 919.00
Total Motth &merican Mizzion Board 919.00 919.00
Oregon Catholic Press
Bill 03531 52001 2000 - Accounts P 7a0.00 7a0.00
Total Oregon Catholic Press 750000 750.00
m  Your cursor will turn into a cross-hair.
il Yendor Balance Detail w* HowDol? @ _|O) %
todify Repart... bemarze... | Frint... | Excel... Hide Header Refrezh
Ciates I_ > | From | E To| Eﬁurt By | Default =]
10:34PM USAF Chaplain Services - Air Base
08105101 Vendor Balance Detail
Accrual Basis All Transaction
< Type & Date < Hum = Account mount & Balance <
Care Hotes
[ Bill 03543152001 2000 - Accounts P... a50.00 000 4
Bill QB0 r2001 2000 - Accounts P... 332.00 8200
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Customizing / Resizing Columns

Hold down the left mouse button and drag the column, to your right, to the desired width.

il Vendor Balance Detail * HowDol? @ _|O) >

todify Repart... temaorize... | Prir.... | Excel .. Hide Header Fefresh
Dates |.-’-'-.II j Fru:uml E T|:|| E Sort By |Default ﬂ
10:34 PM USAF Chaplain Services i Air Base
08/05/01 Vendor Balance ﬁetail
Accrual Basis All Transactions
@ Type < Date + Hum « Account 4-|-v Amount < Balance -
Care NHotes
] Bill 03531 22001 2000 - Accourts P 550.00 S50.00 4
Bill 0601 L2001 2000 - Accourts P 332.00 382.00
Total Care Motes 58200 G82.00

Horth American Mission Board
Bill 0E101 £2001 2000 - Accounts P 919.00 919.00
Total Morth American Mizzion Board 919.00 919.00

Oregon Catholic Press

Bill 03031200 2000 Accounts P... F50.00 7o0.00
Tatal Oregon Catholic Press | Fa0.00 Fa0.00
il ¥endor Balance Detail * HowDol? W _|O) x
Maodity Repart... kemornize. .. | Frint... | Excel.. Hide Header Fefrezh
Dates |.ﬁ.ll j Fru:uml @ Tu:ul @ Sort By |Default j
10:34 PM USAF Chaplain Services - Air Base
08i05/01 Vendor Balance Detail

Accrual Basis sactions

@ Type & Date < Hum Account 1+b Amount & Balance
Care NHotes
] Bill 0353172001 2000 - Accourts Pavahle S50.00 53000

Bil Q501 12001 2000 - Accounts Payakle F32.00 82.00
Total Care Motes a52.00 aa2.00
Horth American Mission Board

Bil Q501 12001 2000 - Accounts Payakle 919.00 919.00
Total Marth American Mission Board 919.00 919.00
Oregon Catholic Press

Bil 33102001 2000 - Accounts Payakle 750.00 75000
Total Cregon Catholic Press 750.00 75000

Release the left mouse button.
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REPORTS Customizing / Sorting by Columns

To Make a Column Narrower:

m Position the cursor over the small diamond to the right of the column title.

m  Your cursor will turn into a cross-hair.

m Hold down the left mouse button and drag the column, to your left, to the desired width.
m Release the left mouse button.

Sorting by Columns
You can sort by columns in ascending (A to Z) or descending (Z to A) order using the Sort By drop-down list.

To Sort by Columns:
m In a Report window, select a column to sort from the Sort By drop-down list.

I Hide Header I Fefresh I
_@ Tu:ul ETDtaI By | Tatal only ﬂ Saort By [IKEWTE hall - §

Drefault
USAF Chaplain Services - Air Bas| Type
- . Date
Custom Transaction Detail Ref nun
All Transactions b
2o
Hame & Memo & Account ¢ Clay Account &
Class
. Clr
14301 - Processio... S plit
transfer E150 - Equipment 2-F‘rl:-q Armount et
returned che... 1030 - Catholic T210-Bad C...
returned che... Y210 Bad Check ... 1030 - Catholic

m Click the Ascending/Descending button next to the Sort By drop-down list to toggle between sorting that
column in ascending or descending order.

.. H Hide Header H Refresh H = E

ETDI ETD':EJ By | Total only ﬂ Sart By i

USAF Chaplain Services - Air Base
Custom Transaction Detail Report

All Transactions

@ Hame @ Memo @ Account ¢ Class  +Clr = Split @ Amount
Whialesale Florist Marthly Flowe ... 2000 - Accourts P 6010 - Envira... -149.0C
Wholezale Flarist mMonthly Floswe ... 6010 - Environment 1-General 2000 - Accou... 149.0C
Wholezale Flarist 1100 - Zavings 3000 - Openir... 124 50
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REPORTS Customizing / Moving Columns

Moving Columns
You can move report columns by selecting them and dragging them to a new location. This is useful if you want
to view or print your data in a particular manner.

NOTE: The ability to move columns is only available on list and detail reports.

To Move a Column:
m Place the cursor over a column header until it changes to a hand icon.

Transaction Detail Report

All Transactions

lemo 3 Account + B = Split €
hily Flosey ... 2000 - Accounts P G010 - Erveiro...
hly Flose ... BO10 - Environment 1-Zeneral 2000 - Accou...
1100 - Savings 3000 - Openin...
3000 - Opening Ba... 1100 - Zavings
2000 - Accounts P 3000 - Ownenin.

m Hold the left mouse button down and drag the column to the left or right. A red arrow, 1 shows you where
the column will be inserted.

Custom Transaction Detail Report
All T@EEl!c;ions

e & Memo & Account + Class =
‘lorist Monthly Flowe... 2000 - Accounts P

“lorist Morthly Flowe...  B010 - Environmert 1-General
‘lorist 1100 - Savings

“larist 3000 - Opening Ba...

m Release the mouse button.
m The column is moved to the new location.

NOTE: The column order is carried over if you export the report to Excel. You must memorize the report in
order to save the new column order.
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Changing the Header or Footer

The header appears at the top of each report page. It includes the company name (USAF Chaplain Service —
Your Air Base as shown in the Company Information window), the title of the report, the date range of the report,
and the format of the date you prepared the report.

The footer appears at the bottom of each report page. It includes the page number and a blank extra line where
you can put a word or phrase of your choosing.

To Change the Header:
m From the Reports window, click Modify Report.

Il Custom Transaction Detail Report

Modifty Repart.. b emarize. .. | Frint... | Excel .. Hide Header
Dates |.-i‘-.II &) j Fru:uml E T|:||
449 PM us
0850701 CUSti
Accrual Basis
< Type @ Date + Hum = Hame
b Bill 0801 22001 ‘Wholesale Florist

— A R P T SR

m Select the Header/Footer tab.

[ Drizplay l Eilters - anks & Mumbers ]
Show Header Information Fage Layout
v I:Dmpan_l,lNama I USAF Chaplain Services - A, . alignment
¥ Feport Title IEustDm Tranzaction Detail B... IStandard ﬂ
¥ Subtitle |.-i'-.II Tranzactions Time Company
¥ Date Prepared  [12/31/93 hd| B -
¥ Time Prepared lefEeponsipies | _Hep 183

¥ Fieport Basiz

Ln
Ln
Ln
11.55
Ln

¥ Frittt header on pages after first page

Shaow Foater Infarmation

50752

¥ Page Mumber  |Page 1 j Ewtra Line

¥ Extra Footer Line |

¥ Print focter on first page Rewert |

0K Cancel | Help
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m To change what appears in the Header, edit the Company Name, Report Title, Subtitle, or Date Prepared
information.

Modify Beport: Custom Tranzaction Detail Beport

l Dizplay l Eilterz ] Header/Fo

Show Header Information

¥ Compary Mame

¥ Fieport Titlg

¥ Suktitle
W DatePrepared  [12/31/93 |
¥ Time Prepared

¥ Fieport Basis

¥ Piint header on pages after first page

m If you do not want to show the time at which the report was prepared, modify the Time Prepared checkbox.

M odify Report: Custom Tranzaction Detail Beport

[ Dizplay I Filters ] Header/F

Show Header |nformation

¥ Company Mame | I15AF Chaplain Services - A, .
W FRepart Title [SPECIAL REPORT

¥ Subtitle I.-“-‘-.II Tranzactions
12/31/93 |

¥ Frirt header on pages after first page
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m If you do not want the header to appear after the first page of the report, clear the Print header on pages
after first page checkbox.

Modify Report: Custom Transaction Detail Report

[ Dizplay l Filters ] Header/F

Show Header Information

¥ Compary Mame | 154F Chaplain Services - A,

W Feport Title [sPECIAL REPORT
¥ Subtitle I.-'-‘-.II Tranzactions
¥ Date Prepared [ 12/31/93 =]

[ Time Piepared

¥ Report B asiz

™ Frint header on pages after first page.é

To Change the Footer:
m To change the page numbering style, choose a different style from the Page Number list.

Show Footer Information

¥ Page Mumber Fage 1 -
¥ Extra Footer Line pg 1

W Frirt footer o first Ek

m To suppress page numbering, clear the Page Number checkbox.

Show Footer Information

[ Page Numbes  [Page 1 [ /|
%E;tra Footer Line |

¥ Frint footer on first page

m To add an extra line of information below the page number, fill in the Extra Footer Line field.

Show Footer [nformation

[ Page Mumber |F'age 1 ﬂ

¥ Eztra Footer Line |.-’-'-.|:I|:Iitiu:unal Info Goes Herel

¥ Fiint footer on first page ['\\"3
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m If you do not want the footer to appear on the first page, clear the Print footer on first page checkbox.

Shaow Foater Infarmation

[ Page Mumber |F'age 1 j

¥ Extra Footer Line |.-i'-.|:||:|iti|:|nal Info Goes Herel

r[fsl‘:'rint foater an first pagesi

Grouping and Subtotaling Data
If the report you created does not subtotal data in the way that you need, you can modify it to create different
groupings. For instance, you can view customer sales by month rather than a single total for each customer.

What kinds of groupings can you create?
In some reports, like transaction detail reports and custom reports, you can group the report data in specific
ways and display subtotals for each group.

Examples of the kinds of subtotal groupings you can create include:

Time periods (each day, week, month, etc.).

Contribution to your balance sheet (assets, liabilities, equity, etc.).

Type of income or expense.

Each account on your chart of accounts.

The types of items or services you provide.

Customer, job, vendor, or payee name.

The way you categorize transactions (class, customer type, vendor type, etc.).

Any of the other ways you use list information in a transaction (terms, payment method, etc.).

Azcount ligt
o Customner ®
Cuztomer wpe
Yendaor

Yendaor lype
Employes

Fayroll item detail
Faypee

Fep

al... | Class

[tem tppe

[tern detail
Shipping method
Terms

prnent b eth

Date + Hum = Hame & M &« Clr « Split & Amol

01 22001 Crpenin

-

G 3000 - Openin...

In Summary reports and custom reports, you can select the type of subtotal grouping you want from the
Columns list on the Reports window. In transaction detail reports, you can select the type of subtotal grouping
you want from the Total By list on the Reports window.
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Filtering

What is a Filter?
A filter is a tool you can use to specify exact criteria by which you wish to generate a report. You can filter
reports by date, name/s, account/s, transaction type/s, and in many other ways.

Filters let you change the scope of a report. When you apply a filter to a report, you choose how you want
QuickBooks to restrict the report to display certain transactions. QuickBooks then excludes from the report any
transactions that do not meet your criteria.

You can apply filters either one at a time or in combination with each other. Each additional filter you apply
further restricts the content of the report.

For example, you would use the Date filter by itself to show last year's vendor balances in an A/P report. But to
show last year's vendor balances for a particular vendor, you must use the Date filter along with the Name filter.

Changing the Scope of a Report (Filtering):
m In the Report window, click Modify Report.

il Custom Tranzaction Detail Report

Madify Repart.. kemorize. .. | Prir... | Excel .. Hide Header
Diates |al " j From | E To|
4:49 PM Us
08/0701 Cusn
Accrual Basis
& Type @ Date + Hum + Hame
[ Bil 0901 22001 ‘Wholesale Florist

m Click the Filters tab, and then select what you want to filter for from the list of filters.

M odify Report: Custom Tranzaction Detail Beport

Dizplay l

Choose Filker

Filker

Accaunt -
Aot

Drate b
[tem

b ernio

M ame

MHurnber

Filters

TranzactionT ype

I Header/Footer ] Fontz & Mumbers ]

Current Filker Choices

Filter

Set to

All

Last Fizcal Quarter-to-c

ﬂ D ate

Hemave Selected FHiter

TranzactionT ype Filter

Chooze the tppe of transaction from the drop-down list. To
zelect several franzaction types, choose 'Selected
Tranzaction Types.'
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m Complete the fields for each filter you wish to specify in the center of the window.

Modify Beport: Custom Transaction Detail Beport
Dizplay l Filters I Header/Footer l Fontz & Mumbers I
Chooze Filter Current Filter Chaoices
Filter TranzactionT ype Filker Setto

Accaount D ate Last Fizcal Quarter-to-c

Aot TransactionT ype D epogzit

Dat . =

It;me Selected Tranzaction Types

¥ L

g Check

Humber [Fvoice

[TransactionTupe | :

B —— ll Cales: Feceipt

P t :
I:?ér::l;i-ltehr:lemn Bemove Selected Filter
Journal

TransactionTvpe Fite] Credit Card

Chooze the bppe of tra il
select several ranzac]  CLard Refund

Transaction Types' | Bil Credit
Bill Payrment

Bill CCard
Salez Tax Payment
Purchaze Order

[rventony Adjustment = t
Itern Receipt - ever |

m Each filter you select appears in the Current Filter Choices list on the right side.

[ Dizplay ] Filters I Header/Footer I Fonts & Murmberz
Choose Filker Birent Filker Choices
Filter Agcount Filter
Account - 000 - Checking 1010 - G Account 1000 - Checking:l
Amount I“ éc |r'|g.. Enet D ate Last Fizcal Quartei®o-r
Date Inciude zplit detail? TranzactionT ype Depozit
[tem i Mo Clazz 1-General
Mermo Ve
Narne " For detail accounts matching
Mumber
TranzactionT ype ;I |.-5.II accounts j
Remove Selected Filter
m Click OK.

m (Optional) If you wish to keep this report as you have it filtered you must memorize it. This lets you create
similar reports without having to re-enter the settings each time.
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Memorizing Reports

Why Memorize a Report?
Memorizing reports can save time and effort. The report is saved in the Memorized Report List and can easily
be accessed at a later time.

To Memorize a Report:
m Create the desired report.
m After you have customized/filtered the report, click Memorize on the Reports window.

il Custom Transaction Detail Report w* How Do|?

todify Report... Memopze... | Print... | Excel .. Hide Header Fefresh
Diates | Custom | From [04/01 /2001 8| Ta [08/07/2001 " | Tatal By [ Tatal oy x| Sart By [Defaul
5:231PM USAF Chaplain Services - Air Base
080701 Custom Transaction Detail Report
Accrual Basis April 1 through August 7, 2001
- Type & Date @ Account < Split - Amount & Balance
Apr1-Aug 7,01
b Deposit 04,101 2001 1030 - Catholic 3000 - Openin... 45.00 4:5.00
Deposit 04,01 22001 3000 - Opening Ba... 1030 - Cathalic -45.00 0.0a
Deposit 05101 22001 1020 - Protestant 3000 - Openin... 3.274.00 3,274.00
Depozit 0B 72001 3000 - Opening Ba... 1020 Protes... -3,274.00 0.0o
Deposit 0&/30/2001 1010 - General 3000 - Openin... 1,500.00 1,500.00

m Leave the name as is, or provide a unique name.

B Memorize Report |

Mame: IEustn:nm Depogit Detail R eport

[T Save in Memorized R eport Group: |L|S.¢.F Chaplain's Service ﬂ

Cancel | Help |

NOTE: If you have created a Memorized Report previously, and want to assign the report to a memorized
report group, select Save in Memorized Report Group, then choose the group from the drop-down list.

m Click OK.
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To Recall a Memorized Report:
m  From the Reports window, choose Memorized Reports.

Wwindow  Help

Beport Finder

kemorized Repaort: kemorized Report List

Process Multiple Reports Cuztorn Depozit Detal Report
Company & Financial r USAF Chaplain's Service »
Customers & Receivables r Banking »
Sales k Compary k
Jobsg & Time * Cuztomers »
Yendors & Papables r Yendors r
Banking r

Accountant & Taxes k

Budoet 3

Lizt 3

Cuztom Summary Report
Custam Tranzaction Detail B epaort

HurckE enart [Etr{+
Tranzaction Histon
Tranzaction Journal

m Inthe Memorized Report List window, select the report you want.

Memorized Report List » How Do l?

1 [ it ik

+USAF Chaplain‘s Service

+Aggregated Balance Sheet

+Aggregated Income & Expenze Report

eaudit Trail

+ Catholic Income

+ Denominational Balance Sheet

+Denominational Income & Expenze Report

+Fined begetz

+eneral Income

+Miszing Checks

+Profit & Lozs by Class

+ Protestant Income |

Digplay... Prir... Excel..
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m Click Display.

T Memorized Report List * HowDol?

rk

% Service _I
+Aggregated Balance Sheet
+Aggregated Income & Expenze Report
e Audit Trail
# Catholic Income
« Denominational B alance Sheet
#Denominational Income & Expenze Report
¢ Fived fAzzetz
«General Income
#Miszing Checks
o Profit & Lozs by Class
« Protestant Income |

Memorized Repart = || Frint... Excel..

If you have recalled a memorized report and made changes, when you click Memorize, indicate if you want
QuickBooks to replace the earlier report (with the same name) or create a new memorized report (with a new
name).

Creating a New Memorized Report Group

Memorized reports can be saved in a Memorized Report Group. This provides an easy method of organizing
reports where you wish to keep them. The New CS Data File Template has a Memorized Report Group with a
list of customized reports created for the Chaplain Service.

To Create a Memorized Report Group:
m In the Memorized Report List window, choose New Group from the Memorized Report button menu.

"n Memorized Report List » HowDol?

Ci ;
+USAF _|
+Aggregated Balance Sheet
+Agaregated Income & Expenze Repart
e Audit Trail
+ Catholic Income
+ Denominational Balance Sheet
+ Denominational Income & Expenze Report
+Fined bszetz
+ General Income
#Miszing Checks
@ Prafit & Logs by Class
+ Protestant Income ﬂ

{ Memorized Beport * Digplay... Frint... Exiel..

y Edit Ctrl+E

Delete ngD

Prirt List...  Crl+FP
Be-zort List
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m Enter the new name of the memorized report group.

B Mew Memorized Report Group =] EE |

M ame; |S|:|E|:ial Reparts

: Cancel |

m Click OK.

To Add an Existing Memorized Report to a Memorized Report Group:
m From the Reports window, select Memorized Reports, and then Memorized Report List.

Window  Help

Bepart Finder
temonized Reportz

Memarized Report List

Process Muliple Fieports Cuztom Depozit Detail Report
Company & Financial » I1SAF Chaplain's Service *
Customerz & Receivables r Banking r
Sales » Compaty r
Jobs & Time k Cuztomers k
“Yendors & Payables » Yendors *
Barking r

Accountant & T ares »

Budget »

List »

Custom Surmmary Bepart
Cuztom Tranzaction Detal Report

kB emart [Etri I
Transaction Histary
Tranzaction Journal
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m Highlight the report you want to add to a group, select Edit in the drop-down menu from Memorized
Report .

Tn Memorized Report List

+ Special Reports
+ Cuztom Deposit Detal Beport _I
+ISAF Chaplain's Service

+ Aggregated B alance Sheet

+Aggregated Income & Expenze Report

« Audit Trail

# Catholic [rocome

+ Denaminational B alance Sheet

+ Denominational Income & Expense Report

+ Fiwed Azzets

+ eneral Income

# Mizzing Checks

+ Profit & Loss by Class j

{ Memorized Report ~ ! Dizplay... Print... Excel .

Hew Grau; I

Delete Ctrl+[r

Frint Ligt...  Chl+P
Be-zort List

m In the Edit Memorized Report window, you can change the name of the report if you wish.

Bj Edit Memorized Report M=] |

WE - Cuztom Deposit Detail Bepor

[ Save in Memarized Report Group: | ﬂ

1] 4 Cancel |

m Select Save in Memorized Report Group, then choose the group from the drop-down list.

Bj Edit Memonized Report | |Of x| |

Hame: IEustDm Deposit Detail Beport

¥ Save in Memorized Report Group:

< Special Reports
ok | cancel USAF Chaplain's Seice
Barking
Compaty
Customers
Yendors
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m Click OK.

E Edit Memorized Heport _ O] x| |

Mame: IEustDm Deposzit Detal Report

¥ Save in Memorized Fieport Group: |Speu:ia| Feports ﬂ

/ Cancel |

The following memorized reports are in the USAF Chaplain Service group:
Aggregated Balance Sheet

Aggregated Income and Expense Report
Audit Trail

Catholic Income

Denominational Balance Sheet
Denominational Income and Expense Report
Fixed Assets

General Income

Missing Checks

Profit and Loss by Class

Protestant Income

Transfer Report

Memonzed Heport List w HowDol?

+ Aggregated B alance Sheet

¢ Agaregated Income & Expenze Report _I
+ Audit Trail

+ Cathalic [ncome

+ Denominational Balance Sheet

+ Denominational Income & Expenze Report

+Fined bssetz

+ General Income

# Mizzing Checks

+ Profit & Losz by Class

+ Protestant Income

+ Tranzfer Feport j

Memonzed Report = Frint... Eucell,
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Accounting Equation - Assets = Liabilities + Equity. The accounting equation that is the basis for the
financial statement called the Balance Sheet.

Accounts Payable - The record of the outstanding bills of the Chaplain Service. Accounts payable is called A/P
for short. (Even though the word accounts is plural, QuickBooks uses a single account on the chart of accounts
to track all outstanding bills.)

Accrual Basis - A method of bookkeeping wherein revenue and expenses are recorded in the period in which
they are earned or incurred regardless of whether cash is received or disbursed in that period. This is the
accounting basis that generally is required to be used in order to conform to generally accepted accounting
principles (GAAP) in preparing financial statements for external users. Chaplain Funds will use the accrual
method of accounting.

Activity/Organization Contribution - Donations received during fundraisers, proceeds from ticket sales, and
miscellaneous donations.

Anti-Virus Programs - Prior to installing QuickBooks it is recommended to shutdown all Anti-Virus programs.

Assets - Assets are the tangible items of value that the Chaplain Service owns. QuickBooks distinguishes
between Current Assets and Fixed Assets.

Automatic Update of QuickBooks - With this method, updates of your choice are automatically downloaded
from the Intuit server to your computer. QuickBooks periodically checks the Intuit server for new updates, and
proceeds to download information gradually at times when your open Internet connection is not being used by
another process or application.

Backing Up - The procedure used in QuickBooks to save your Chaplain Fund accounting information to another
location for security purposes. This will be done on a daily basis to an external media.

Balance Sheet - A report that summarizes the financial position of an organization. A balance sheet shows the
value of your Chaplain Fund assets, liabilities, and equity as of a particular day. It is called a balance sheet
because the value of the assets is always exactly equal to the combined value of the liabilities and equity.

Bill Credit - This function is used when a Vendor issues a credit to you against an outstanding bill.
Bounced Check - A check returned for insufficient funds.

Budget - An itemized listing of the amount of all estimated revenue which an organization anticipates receiving,
along with a listing of the amounts of all estimated expenses that will be incurred in obtaining the above
mentioned income during a given period of time. A budget is typically generated for the period of one year.

Chaplain Fund Budget - The Chaplain Fund budget is based on the expense accounts identified during the
budget development process. These expense accounts will be existing accounts or added as sub-accounts as
they are identified.

Chart of Accounts - A systematic listing of all accounts used in the Chaplain Service QuickBooks data file (New
CS Data File Template).

Classes - In QuickBooks, classes give you a way to track transactions by denomination. The classes set up in
the data file are: Catholic, Jewish, Muslim, Orthodox, Protestant, and General.

Company Information - The name and address information of your Chaplain Service, airbase location, and
Fiscal Year.

Contributions - Primary income accounts for the Chaplain Service.

Current Assets - Those assets that are reasonably expected to be realized in cash, or sold, or consumed
during a normal operating cycle (usually one year). Such assets include cash, and money due usually within one
year, short-term investments, US government bonds, and prepaid expenses.
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Debits and Credits - Used in Accounting - An amount recorded on the left side of a ledger account is called a
debit, or a debit entry. Likewise, any amount entered on the right side is called a credit or credit entry. The
balance of an account is the difference between the debit and credit entries in the account.

Depositing Chaplain Fund Offerings - Chaplain fund offerings are deposited into the checking sub-account for
which the offering was collected.

Designated Contribution - Offerings received during a worship service or special event that are transferred to a
humanitarian or charitable organization.

Double-Entry Accounting - A system of recording every financial transaction with two types of entries: (1)
debit entries to one or more accounts and (2) credit entries made to one or more accounts. The total dollar
amount of the debit entries must equal the total dollar amount of the credit entries.

Enter Bills - This function allows you to manage your bills with QuickBooks. Bills are entered into the Accounts
Payable account and then paid through the Pay Bills function.

Equity - Equity is the net worth of an organization. If you sold all your assets today, and if you paid off your
liabilities with the money received from the sale of your assets, the money you would have left would be equity.

Expense Account - These are the accounts you use to keep track of the costs of operating the Chaplain
Service: In other words, what the money is spent on. Examples are equipment, services and supplies.

Exporting Lists - This utility is used to export any of the lists in a QuickBooks data file such as the Vendor list.
The exported file, saved as an may then be imported into a different data file.

Express Setup - When installing QuickBooks Pro 2001, the Express Setup is chosen. This will allow the
installation to overwrite the previous version of QuickBooks.

Fiscal Year - An accounting period of exactly twelve months that does not necessarily coincide with the
calendar year. The USAF Chaplain Service fiscal year begins October 1st.

Fixed Assets - These are the assets you do not expect to convert to cash during one year of normal operations.
A fixed asset is usually something that is necessary for the operation of your organization like a piano or
computer. Formerly called Chaplain Fund Equipment — equipment items valued at $1000 or more listed on the
Chart of Accounts as Fixed Asset sub-accounts.

General Journal Entry - In traditional accounting, a record of a transaction in which the total amount in the
Debit column equals the total amount in the Credit column, and each amount is assigned to an account on the
Chart of Accounts.

General Ledger - The collection of all balance sheet, income, and expense accounts used to keep the
accounting records of a business.

Host Computer - The computer (also known as the server) where the Chaplain Service data file is stored in a
Multi-User environment. Users on a network will access this data file with a[Mapped Network Drive|pointing to
the folder on the host computer.

lIF File - A tab-delimited or comma-delimited text file, based on the Intuit Interchange Format, used to import
and export data in QuickBooks.

Import Lists - This utility is used to import lists (lIF files) that were previously exported.

Income Accounts - These are the accounts you use to keep track of your sources of income or revenue.
Examples are[Contributions|and interest income.

Installation Keycode - This number identifies the version of QuickBooks and allows the program to be installed
correctly. RECORD THIS NUMBER INSIDE THE QUICKBOOKS REFERENCE GUIDE.

Liabilities - A loan, expense, or any other form of claim on the assets of an organization that must be paid or
otherwise honored by that Organization.
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Main Accounts (Also known as Parent Account) - The primary accounts listed in the Chart of Accounts under
which sub-accounts can be created.

Manual Update of QuickBooks - With this method, updates of your choice are downloaded immediately from
the Intuit server to your computer. You can use this method at any time.

Mapped Network Drive - If your data file is going to be used on a network, each users computer will have a
mapped network drive which points to the appropriate folder where the Chaplain Service data file is kept.

MS Internet Explorer - Internet Explorer 5.5 (or higher) is must be installed on your computer to use
QuickBooks Pro 2001.

Multi-User Ready - QuickBooks Pro allows up to 5 users to access the same data file simultaneously.

Navigator Window - A graphical menu system that groups tasks and relevant information related to the major
areas in QuickBooks.

Opening Bal Equity Account - The Opening Balance Equity account is automatically created by QuickBooks.
It is used when entering the account opening balances. It serves as a holding account to offset the beginning
balances for the accounts in the new data file.

Opening Balances - (1) The amount of money in, or the value of, an account as of the start date of your
accounting records in QuickBooks. (2) On a bank statement, the amount of money in your account at the
beginning of the statement period.

Pay Bills - This function allows you to pay bills that have been entered in[Accounts Payable]through the
Billg feature. Specific vendors and bills may be selected and partial or whole amounts paid.

Profit & Loss Report - Also known as an income statement. It shows your revenue and expenses for a specific
period of time. The difference between the total revenue and the total expense is net income. A key element of
this statement, and one that distinguishes it from a is that the amounts shown on the statement
represent transactions over a period of time while the items represented on the balance sheet show information

as of a specific date (or point in time).

Project Officer Returns - The unused money returned from a previous advance of funds that has been
deposited into the Chaplain Fund bank account.

QuickBooks Administrator - The QuickBooks Administrator is the only person who has unlimited access to all
areas of QuickBooks. The QuickBooks Administrator sets up the Chaplain Service data file and assigns
passwords and access privileges to other users.

QuickBooks Preferences - Through preferences, you can customize QuickBooks to suit the needs of the
Chaplain Service and your personal style of working. Mandatory Preferences have been set in the New CS
Data File Template.

Reconciliation - The process of balancing records. An example is when an individual balances a checking
account record with the monthly bank statement. Once the records accurately agree, the checking account has
been reconciled.

Registration - Your QuickBooks program is registered by using the Online Registration function when a data file
is open. Registering QuickBooks is mandatory.

Regular Contribution - Offerings received during a worship service or special event that are deposited to the
appropriate bank sub-account based on denomination.

Restore - Restore un-compresses your backup file and creates a new company file using the data from the
backup.
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TERMINOLOGY

Retained Earnings - An equity account of earnings that have been "retained" for use in the business.
QuickBooks uses the account to track profits from earlier periods that have not been distributed. At the
beginning of a new fiscal year, QuickBooks automatically transfers net income (or loss) from the last fiscal year
into your Retained Earnings account.

Starting Point (Also known as Start Date) - The date that you will begin recording your transactions in this
new QuickBooks file. Information for any transactions prior to the selected date is summarized into[Opening]
Balances

Terms - A shorthand method of expressing when a vendor expects to receive payment from you. Terms show
the number of days (or date) by which payment is due, and can include a discount for early payment.

Transfer Funds - QuickBooks function to move funds between any |Balance Sheet|Accounts.

Trial Balance - This report is prepared at the end of an accounting period by adding up all the account balances

in your|GeneraI Ledged.

Updating QuickBooks - When applicable, this update will include important information — details about
maintenance releases, technical issues that may arise, or the availability of new services and features —
affecting this version of QuickBooks. There are two methods for updating and both require an Internet
connection — Automatic Update or Manual Update.

Write Checks - A function in QuickBooks to enter a check from a Bank Account and track the funds to one or
more expense accounts.
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Preparation

Completed v

1. Closing Petty Cash

Amount deposited $

Date deposited / /

2. Choose a Start Date

Date / /

3. Print Reports from Old Data File

Trial Balance Report

Denominational
Income & Expense
Report

Vendor Balance Detail
Report

Transaction Detail by
Account Report

4. Bank Account Information

Last Bank Statement

List of Uncleared
Transactions Transaction Detail Report from Step 3.

5. Export Lists from Old Data File

Export Lists.IIF saved

6. Backing Up & Renaming the Old Data File

File backed up

File renamed “Old CS File DO NOT USFE”

NOTE: Place a check mark (v) in the column to the right as each procedure in completed or

enter the requested information in the appropriate fields.
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Installing QuickBooks

Completed v

Installing QuickBooks Pro 2001

System Requirements ‘ Verified System meets Requirements

Steps to Install QuickBooks

Close All Programs

All Programs Closed

Close Virus Protection

Virus Protection Program Closed

Installation Key Code

Installation Key Code sticker placed inside the front
cover of the printed QuickBooks Reference Guide

QuickBooks Installed

Location:

Restart Computer

Restarted

QuickBooks Product Updates

Update QuickBooks

Go to
http://www.quickbooks.com/support/updates.html

Download manual
update

Downloaded file to Desktop

Install Update

Installed and Computer Restated

Check the Current

Release (CNTRL + 1) Release
Multi User Setup
Install QuickBooks on Workstations:
each workstation 1
2.
3.
4,
5.
Create Qbdata folder
on host computer Location:

Share the Folder

Map the Network Drive
on each workstation

Drive Letter:

NOTE: Place a check mark (') in the column to the right as each procedure in completed or
enter the requested information in the appropriate fields.
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Setting Up the New

Data File Template

Completed v

Restore the New Data File Template

Location

Set Up Users &
Passwords

Name Password

(B [WIN|[—~

Accessing the Data File

Open the Data File

Close QuickBooks

Open QuickBooks

Register QuickBooks

Registration No.

Update Your Data File

Enter Base Information

Name, Address, etc.

Import Lists

Review Chart of
Accounts

NOTE: Place a check mark (v') in the column to the right as each procedure in completed or
enter the requested information in the appropriate fields.
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Entering Opening Balances Completed v
Required Information 1. Bank and Credit Card Statements
2. Trial Balance Report
3. Denominational Income & Expense Report
4. Vendor Balance Detail Report
5. Transaction Detail by Account Report
Entering Opening Balances — Asset Accounts
Asset Accounts from Old Name New Name Parent Account | Debit Credit

Trial Balance Report

(DO NOT include
Bank and Credit Card
Accounts in this list)

The ONLY
required
information for this
step is the Trial
Balance Report.

Add Sub-Accounts

Add sub-accounts as needed to the Chart of Accounts

Journal Entry

Date (day before the Start Date): / /

NOTE: Place a check mark (V) in the column to the right as each procedure in completed or

enter the requested information in the appropriate fields.
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Entering Opening Balances - Liability Accounts — IMPAC
Credit Card Completed v

The information used for this step comes from the Transaction Detail by Account Report.
DO NOT include Accounts Payable on this worksheet.
* A negative amount in the Transaction Detail Report will be entered in the Charge Amount column.

IMPAC Purchased From Transaction Class * Charge Credit
Sub-Account (Vendor Name) Date Amount Amount
Add Sub-Accounts Add sub-accounts as needed to the Chart of Accounts
Enter Transactions Enter All Credit Card Transactions

NOTE: Place a check mark (') in the column to the right as each procedure in completed or
enter the requested information in the appropriate fields.
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IMPORTANT NOTE: If you chose a Start Date of October 1, 2001, this is the beginning of your
Fiscal Year and this Income Account worksheet may be skipped. No Income Account Opening
Balances will need to be entered, as those amounts are $0.00 as of October 1%,

Entering Opening Balances — Income Accounts Completed v

Income Old Name New Name Parent Class Debit Credit
Accounts from Account
Trial Balance
Report

The ONLY
required
information for
this step is the
Trial Balance
Report and the
Denomina-
tional Income
and Expense
Report (or
whatever
records you
have used to
track income

by

denomination.

Add Sub-

Accounts Add sub-accounts as needed to the Chart of Accounts
Journal Entry Date (day before the Start Date): / /

NOTE: Place a check mark (v) in the column to the right as each procedure in completed or
enter the requested information in the appropriate fields.
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IMPORTANT NOTE: If you chose a Start Date of October 1, 2001, this is the beginning of your
Fiscal Year and this Expense Account worksheet may be skipped. No Expense Account
Opening Balances will need to be entered, as those amounts are $0.00 as of October 1°.

Entering Opening Balances — Expense Accounts Completed v

Expense Old Name New Name Parent Class Debit Credit
Accounts from Account
Trial Balance
Report

The ONLY
required
information
for this step
is the Trial
Balance
Report and
the
Denomina-
tional
Income and
Expense
Report (or
whatever
records you
have used
to track
expenses
by
denominatio
n.

Add Sub-
Accounts Add sub-accounts as needed to the Chart of Accounts

Journal Entry Date (day before the Start Date): / /

NOTE: Place a check mark (v) in the column to the right as each procedure in completed or
enter the requested information in the appropriate fields.
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NOTE: You may want to make copies of this page so you have one for each bank account.

Entering Opening Balances — Bank Accounts

The required information for this step is:

Trial Balance Report
The most recent Bank Statement for each bank
account.

The Transaction Detail by Account Report showing

all un-cleared transactions for each bank account.

Opening Balance Calculations — Bank Sub-Accounts

Sub-Account

Total of Un-cleared
Transactions

Account Balance
from Trail Balance

Opening Balances

# General -
# Protestant -
# Catholic -

TOTAL OPENING BALANCES These amounts MUST be
the same!
BANK STATEMENT BALANCE
Completed v
Enter the Opening Checking Account
Balance Savings Account
CD Account
Other Bank Account
Enter Outstanding Checking Account
Checks Savings Account
CD Account
Other Bank Account
Enter Outstanding Checking Account
Deposits Savings Account
CD Account
Other Bank Account

NOTE: Place a check mark (V) in the column to the right as each procedure in completed or
enter the requested information in the appropriate fields.
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Entering Opening Balances — Accounts Payable Completed v

The required information for this step is:
m Vendor Balance Detail Report.
m Trial Balance Report

Enter Bills for each From Vendor Balance Detail Report

Vendor

Verify Balances Accounts Payable in Chart of Accounts $
(All amounts should be | | Total from Vendor Balance Detail Report $
equal) Accounts Payable from Trial Balance Report $

NOTE: Place a check mark (V) in the column to the right as each procedure in completed or
enter the requested information in the appropriate fields.
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Entering Opening Balances — Equity Accounts

Completed v

Equity Accounts from
Trial Balance Report

The ONLY
required
information for
this step is the
Trial Balance
Report.

Old Name

New Name

Parent Account

Debit Credit

Add Sub-Accounts

Add sub-accounts as needed to the Chart of Accounts

Journal Entry

Date (day before the Start Date):

/ /

NOTE: Place a check mark (V) in the column to the right as each procedure in completed or
enter the requested information in the appropriate fields.
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Internet Connection Setup Completed v
Proxy Server HTTP Proxy:
Information Entered

Port:

Security Proxy:

Port:

Internet Connection
Configured

Backing Up the Data File

Format a Floppy Disk | Verify — 0 — bytes in bad sectors

Backup

NOTE: Place a check mark (V) in the column to the right as each procedure in completed or
enter the requested information in the appropriate fields.

The Starting Out Worksheets have been completed.

By: Date:
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